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Synopsis of this directory is a book found in Labour Affairs and Social Service Sector and Social Service Sub 
Sector short term, level 1 level 2 Standers and materials it includes Operation Sheet of Domestic Service, Care 
Giving and Household Service. Addis Ababa City Government Administration's Education and Training 
Quality, Professional Qualifications and Assessment Authority, Training and education Certified by the Addis 
Ababa City Administration Education, and Training Quality, Regulatory Authority, Bole, Lemi Kura, and 
YeKa Cluster Branch Coordination Office, Technical and Vocational Team, Institutions Accreditation, 
Expansion, Upgrading and Renewal Directorate Team undertaken training. Post-Certification for Technical 
and Vocational Institutions is audition designed and provided training for structured group of auditors. This 
training followed by audit teams that have received training after the training the auditors will audit by licensed 
private technical and vocational training institutions in domestic help, house holed service care giving (child 
and elderly health care) TVET institutions. The number of training topics that were prepared during the 
training was detailed in detail on the technical and vocational policy, strategy, standard and institutional 
requirements. In addition, the training ware provided on the checklist and benchmark standards set by the 
trainer the institutions to assist with the audit implementation. The trainer transformed the training into 


research and presented it as a module for others to experience inform the main fruit with a lot of devotion and 
dedication. 
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TeCAT 


Ethiopian Occupational Standard 
Functional Analysis 
Federal Technical and Vocational Education and Training Agency 
Growth and Transformation Plan 
Institutional Development Plan 
Industry extension service 
Labor Market Information 
Micro and Small Enterprises 
Ministry of Education 
Monitoring and Evaluation 
National TVET Institutional Development Plan Manual 
National TVET Qualification Framework 
Non Governmental organizations 
Occupational Standard 
Outcome Based TVET 
Project Based TVET 
Specific, Measurable, Attainable, Realistic, Time-bound 
Strengths, Weaknesses, Opportunities, Threats 


Technology Transfer 


TLTQF Technical, Leaders and Trainers Qualification Framework 


TVET: Technical and Vocational Education and Training 
TAP: Technical Advisory Panel 
TEP: Technical Expert Panel 


YBTVETO: YEKA BRANCH TVET OFFICE 


I. Introduction 


This standard of material prepared for quality auditor and the trainees in the TVET they can use 
as information of operation sheet. The document prepared for regulatory staff for accreditation 
purpose. This directory of this book found in Labour Affairs and Social Service Sector and 
Social Service Sub Sector Standers it includes Operation Sheet of Domestic Service, Care Giving 
and Household Service. The auditors should acquaint with this material i.e. equipment, utensils, 
security materials, laundry and hospital supplies needed for social; service in general domestic, 
care giving and household services in particular for thus investor who want commencing new 
TVET institute. Sister Yemesrach HHS TVET Institute Training for Quality Auditors collected 
and prepared by Berhanu Tadesse Taye. It describes the knowledge, skills and attitude required 
by people working in the domestic work industry in foreign countries or in the households of 
foreign nationals including western standards. Develop awareness of social and cultural 
differences. Social and cultural differences in the workplace and their implications for self as a 
domestic worker ware identified. Strategies to mitigate socio-cultural differences in a domestic 
work setting ware identified. Work effectively with people from different cultures by sing their 
equipment .Communication is established with clients (employer) and co-workers from diverse 
backgrounds in a manner that recognizes and respects both parties. Awareness of socio-cultural 
differences, including differences in manners and acceptable social behaviours and food customs 
is demonstrated. Attempts are made to overcome language barriers. Cross-cultural 
misunderstandings are dealt with sensitively and in awareness of the varying backgrounds people 


come from. Attempts are made to overcome discriminatory practices. 


The present TVET system is organized in an outcome-based system, where not only the inputs, 
process or output of the training system is important but also the outcome, the overall result of 
the training on both the local and national labor market demand, is important. Thus, setting of 


standard for TVET institutions based on their outcomes is a necessity. 


The labor market policy should focus on the local and national labor markets and also be 
oriented towards regional and global labor market to insure mobility of the labor force with 


emphasis on providing special plans and services that enhance the employment of Ethiopians’ in 


other countries, including the provision of support to employment offices in the private sector, 
and developing the relevant capacities of Ethiopian Embassy as well as coordinating with and 


supporting the role of the Arab labor organizations of other countries in this respect. 


As trained persons are better equipped to compute for jobs, and as Ethiopians hold a long 
tradition of working in neighboring labor markets, training will assist those who wish to obtain a 


job outside Ethiopia. 


This standard is developed through taking various benchmarks into consideration including the 
EOS, TVET strategy, and national TVET qualification framework, accreditation of programs in 
TVET directiveand other countries standard regulations and manuals, for programs in social 
service sub sector /domestic help, house hold service and care giving to be fulfilled to offer 
outcome based training based on EOS preferably to supply skilled labor force to the overseas 


particularly to Arab countries. 


Il. Purpose of the standard 
1. To set a common cross cutting standard requirement which is applied by all institutions to 


offer outcome based training for the programs in social service sub sector. 
2. To strengthen societal confidence in TVET training quality and institutional services. 
3. To provide skilled labor force to the overseas particularly to Arab countries. 
4. To provide quality information to trainees. 


5. To provide information for parents, companies and government regarding institutional 
mechanisms and enhances transparency, equity, and accountability in training, for public 


and private institutions. 


HII. Standards 


1. Standard Curriculum 


1.1. Definition of curriculum 
> Curriculum describes the training that a person needs to take in order to perform 


the work described in the Occupational Standards. 


1.2. Bases of curriculum 
> Curriculum must be focused on outcomes (competencies) that are linked to 


workforce needs, as defined by employers and the profession. 
> The curriculum must be derived from the relevant EOS. 
> Curricula must reflect learning then assessment and progression or practice and 


reassessment until competent. 


1.2.1. 2012 UNIT OF COMPETENCE CHART old UC 


Occupational Standard: Domestic Help 


Occupational Code: LSA DOM 


1. .LSA DOM 01 0812 Clean House 


2. .LSA DOM 02 0812 Provide Food and Beverage Service 


3. LSA DOM 03 0812 Wash and Iron Clothes, Linen and Fabric 


4. LSA DOM 04 0812 Provide Care and Support to Children 


5. LSA DOM 05 0812 Provide Care and Support to Pets 


6. LSA DOM 06 0812 Respond Effectively to Challenging / Difficult Behavior 


7. LSA DOM 07 0812 Maintain Healthy and Safe Environment 


8. LSA DOM 08 0812 Respond to Emergency 


9. LSA DOM 09 0812 Receive and Respond to Workplace Communication 


10. LSA DOM 10 1012 Apply Continuous Improvement Processes (Kaizen) 


2023 progress of Caregiving only one UC and followed by 5 learning outcomes 


Occupational Standard: Caregiving Level II 
Unit Code LSA CRG2 08 0322 Provide Care and Support for Infants and/or Toddlers in a 
Household Setting 


LO: Identify for caring needs of infants and toddlers 

LO2: Practice daily health and hygiene for infants and toddlers 
LO3: Bathe and dress infants and/or toddlers 

LO4: Feed infants and/or Toddlers 


LOS: Ensure a healthy, safe and secure environment for infants and toddlers 


2019 TVET-Program Design Domestic work old UC 


1.1. TVET-PROGRAM TITLE: DOMESTIC WORK (SHORT TERM TRAINING) 


1.2. TVET-Program Learning Outcomes 


The expected outputs of this program are the acquisition and implementation of the following 


units of competence 


LSA DWR2 02 0419 Maintain health, safety and security in a domestic work 
LSA DWR2 05 0419 Use Arabic language to communicate in a domestic 


work Setting 


LSA DWR2 07 0419 Apply Basic Financial Literacy 


LSA DWR2 08 0419 Apply Basic Cleaning Principles to perform cleaning 
LSA DWR2 09 0419 Clean and Maintain House in a Domestic Setting 


LSA DWR2 10 0419 Wash and Iron clothes, linens and fabrics 

LSA DWR2 13 0419 Follow Basic Food Safety Practices 

LSA DWR2 14 0419 Organize and Prepare Food in a Domestic Setting 
LAS DWR2 15 0419 Serve Food and Beverage 

LAS DWR2 16 0419 Provide Domestic Security Service 


LSA DWR2 19 0419 Develop Business Practice Domestic Setting 


1.2.2. 2012 UNIT OF COMPETENCE CHART 


Occupational Standard: Domestic Help II 


Occupational Code: LSA DOM 


1. .LSA DOM 01 0812 Clean House 

2. .LSA DOM 02 0812 Provide Food and Beverage Service 

3. LSA DOM 03 0812 Wash and Iron Clothes, Linen and Fabric 

4. LSA DOM 04 0812 Provide Care and Support to Children 

5. LSA DOM 05 0812 Provide Care and Support to Pets 

6. LSA DOM 06 0812 Respond Effectively to Challenging / Difficult Behavior 
7. LSA DOM 07 0812 Maintain Healthy and Safe Environment 

8. LSA DOM 08 0812 Respond to Emergency 

9. LSA DOM 09 0812 Receive and Respond to Workplace Communication 


10. LSA DOM 10 1012 Apply Continuous Improvement Processes (Kaizen) 


task 


1.2.3. 2019 Recent UNIT OF COMPETENCE CHART 


Occupational Code: Domestic Help 

LSADWR2 NTOQEF Level II 

1. LSA DWR2 01 0419 Work in a Socially and Culturally Diverse Workplace 
2. LSA DWR2 02 0419 Maintain Health, Safety and Security in a Domestic 


Work 
3. LSA DWR2 03 0419 Organise and Perform Own Work 


4. LSA DWR2 04 0419 Undertake Calculations Relevant to Domestic Work 

5. LSA DWR2 05 0419 Use Arabic Language to Communicate in a Domestic 
Work Setting 

6. LSA DWR2 06 0419 Use English Language to Communicate in a 
Domestic Work Setting 

7. LSAD WR2 07 0419 Apply Basic Financial Literacy 

8. LSA DWR2 08 0419 Apply Basic Cleaning Principles to perform Cleaning 


Tasks 
9. LSA DWR2 09 0419 Clean and Maintain House in Domestic Setting 


10. LSA DWR2 10 0419 Wash and Iron Cloths, Linens and Fabrics 

11. LSA DWR2 11 0419 Clean and Operate Basic Household Equipment 

12. LSA DWR2 12 0419 Clean and Maintain Food Preparation, Storage and 
Service Areas 

13. LSA DWR2 13 0419 Follow Basic Food Safety Practices 

14. LSA DWR2 14 0419 Organize and Prepare Basic Food in a Domestic 


Setting 
15. LSA DWR2 15 0419 Serve Food and Beverage 


16. LSA DWR2 16 0419 Provide Domestic Security Service 

17. LSA DWR2 17 0419 Participate in Workplace Communication in a 
Domestic Work Environment 

18. LSA DWR2 18 0419 Work in Team Environment in Domestic Setting 

19. LSA DWR2 19 0419 Develop Business Practice in Domestic Setting 


20. LSA DWR2 20 0419 Standardize and Sustain 3S 


2023 progress of Domestic work code and UC 


LSA DWR2 01 0322 Develop Self-Awareness and work in a Socially Diverse Workplace 
LSA DWR2 02 0322 Use Arabic Language to Communicate in a Domestic Work Setting 
LSA DWR2 03 0322 Use English Language to Communicate in a Domestic Work Setting 
LSA DWR2 04 0322 Clean and Maintain House in Domestic Setting 

LSA DWR2 05 0322 Wash and Iron Cloths, Linens and Fabrics 

LSA DWR2 06 0322 Clean, Sanitize and Maintain Food Preparation, Storage and Service Areas 
LSA DWR2 07 0322 Prepare and Serve Food in a Domestic Setting 

LSA DWR2 08 0322 Provide Care for Plants 

LSA DWR2 09 0322 Provide Care for Pets 

LSA DWR2 10 0322 Apply Basic Financial Literacy 

LSA DWR2 11 0322 Apply First Aid 


LSA DWR2 12 0322 Apply 5S Procedures 


Sensitivity to cultural and social differences American vs. French gusts service provision waiter 


(maitre d'hdtel) or waitress appearing in front of customers’ right or left, which one is 


appropriate for whom. During service provision, never recommend and attempt to serve liqueur 


and any alcoholic beverage for Arabian culture. 


N2012 9.99 APINAM? ACCA AFNIC PTMAME (ECLA NN DET PROV 
ohs-te Eh-Advt (checklist) AJ NAIM OAT AEE AD oar Thana 
who “ " PART lahat O27 FThha ePAvio-? X PANE Nevibaoy 
POLPAAPTAT PAAME CTECLA THIREA OLA AATHIES A THI 
ATNIET OP. 1IO-N GE ALELEING Ab eerPed Lda: (14 
anda AL PrRoo AVG Ok 987A AAV TRV PU DBAS 
PATH IL-7 1AI10- £.00-A-) 


Set the training material and institutional for the training application provided for 
training in 2020, checklist when the training material is ready to be prepared by 
setting the follow up checklist provided during the trainneg. The training offer for 
quality auditers on provided on January 2020. Make a mark or fill in the blank 
space either mark right whan your ansure is courrect make it X if your ansure 
is in correct. Determine when you are intended to prepare the remaining 
strategy. At the end of the table below, the average score of the institution is 
filled out, so that institutions fill out properly what is rady to use prepared and 
not prepared (Set the institutions and complete the one that is not properly 
prepared, since the institutens average score is to be filled at the end of the 
box) 


ANA LATELY? o0°AE PAVEO TM ATAU AACE PCR: 2LINT 
avavg f PF: 


Assessment packet 


assessment plan 


3.1 | Demonstrate checklist 

3.2 | Formative assessment plan 

3.4 | Evidence plan by _ considering 
the standards the level 

3.5 | Institutional summative 


Recored book 
Page 1 Record Book (Student Transcript) 


Trainee’s Record Book (Transcript) of Shalome Music Training 
Center Including Logo ...............sseseee0 Of 
the Institute, Location and other info of TVET Institute 


Name of the Trainee ................ccceccscceseeeeee student Photo 


Name of the TVET Institute.................cccccccccccccccccccccccccccccccecs 
Name of TVET 


Office of the Registrar Location of the TVET 


The trainee has attend the following grading system Formative evaluation if the trainees 
achieved continual assessment more than our expectation according to the TVET Standard we 
can write satisfactory or if the trainees false we should right Not yet satisfactory. The assessment 


symbol should right “/” or if the trainees false we should make a symbol “X”’. Nevertheless, if 


the trainees scored more than 50, 60 or 75 according to institutional internal rules assessment 


number we should write the above mentioned. 


Page 2 
Program Title ----------------------------- 
Qualification Level------------------------ 
Date of the Start of Training------------ 
Date of End of Training------------------- 
Competency Acquired 


Summative Assessment 


Module Competent/ | DS | DF | No. of | Institutional | Tnl | Trl 
code/ Hours | Assessment 


Cc Course 
Ours’. | Title c |NYC 
No 


e Tnl- Trainees Initials .LO- learning out come 
e Trl- Trainers initials .C- Competent 
-NYC-Not yet Competent 
e DS- Date Started 
e DF- Date of Finished 
The transcript is official only when signed, sealed by the registrar and CoC 
accreditation. 


Page Three 


Page 4 


Recommendation 

wenenenee Endorsement of NC Assessment (Trl) 
aenenenee Endorsement for CoC Assessment (Trl) 
Someone For completion of modules (Trl) 


Completed Employment Courses: 
o Entrepreneurship (Trl)---------------- 


Work Ethics and values (Trl)-----+-++-+----+ 


O 
o Gender sensitivity Training (Trl)--------------- 
o Remarks: 


Dean of TVET/ center Administration 


Date 


Attendance Sheet 


No 


Student name 


Cont.Hr | Date | PM 


AM 


Trainees 
signature 


Trainees 
signature 


Trainees 
signature 


Trainees 
signature 


Remark 


29 


30 


Progressive Chart 


Shalom Music Training Center 
Name of the Institute 


Sector: Culture, Sport and Tourism 


sub sector:-Music Industry 


Occuipanions Musical Instrument Playing 
MODULE/COMPETENCY TITLE; - Read Simple Musical 
OCCUPATIONAL HEALTY Notes 
SAFETY 


Course code:- CST MIP1 04 0913 


Trainees’ assessment progressive chart 


Formative evaluation 


Elements 


3. Identify 
Name of the | 1. Explore 2. Perform opportunities for 
trainees conventions notated music | further 
of music on an development of 
notation instrument music-reading skills 


NB: you can use the symbol right or x to indicate passed or failed 


Summative 


evaluation 


UC. Read Simple Musical 
Notes 


learning outcom 
occupational standards 


Formative evalation: within Institutional Exam it indicate continual evaluation after completing every learning 


outcome and summaive evaluation final institutional exam 
v Satisfactory 


X: Not Yet Satisfactory C: 
computant NYC Not Yet competent 


W: Represented Written Exam 


D: Represent Demonstration I: 
interview 


Table 2 Saple sation plan 


Session Plan-7 (MIP1-LO4) 


Modular 
curriculum 


Musical Instrument Playing 


Coerce code 


CST MIP1 04 0913 


Unit of Competence 


Set-out Musical instrument playing 


Module Title 


Read Simple Musical Notes 


LOI 


Explore conventions of music notation 


Session Objectives: 


This unit describes the performance outcomes, skills 
and knowledge required to give an introduction to 
basic analytical knowledge and skills to identify music 
notational guidance to play music from simple written 
notation. 


e Simple rhythmic, melodic structures are 
identified 


e Dynamics and expression marks are recognized 


e clear work area and dispose reused or recycled 
materials in accordance with 
legislation/regulations/codes of practice and job 
specification 


e clean, check, maintain and store tools and 
equipment in accordance with musical Notes’ 
recommendations and standard work practices 


Nominal 
Activities Duratio Contents Methods 
n 
Introductio Recapitulation/ subsequent 
10 mins ; ae Discussion 
n brief recitation 
Sessions 30 mins Housekeeping and 5S Lecture-discussion 


Tools and Equipment 


20 mi Lecture-di 
core Cleaning and Maintenance tee ere ters 
Concept and Procedures of 
Lecture-discussion 
30 mins Material Disposal, Recycling 
and Demonstration 
and Reuse 
15 mins Waste Management Lecture-discussion 
Evaluation | 45 mins Accomplishment of LAP Test | Individual Activity 
Summary |5 mins Wrap-up and Feedback Question & Answer 
Resources e Learning Guide #7 


e Sample materials 


e Musical common tools and equipment 


1.3. Consideration of the curriculum to assure the quality 


Lael. 


Components of quality curriculum 


> It must cover the following two main components of quality curriculum:- 
¢ TVET-Program Design 


¢ Learning Modules 


> The TVET program design must include:- 
¢ TVET-Program Title 


¢ TVET-Program Description 


¢ TVET-Program Learning Outcomes 


¢ Duration of the TVET-Program 


* Qualification Level and Certification 


¢ Target Groups 


¢ Entry Requirements 


* Mode of Delivery 


¢ TVET-Program Structure 


¢ Institutional Assessment 


¢ Teacher’s Profile 


¢ Learning Modules 


* Resource Requirements 


1.3.2. Learning Module Design must include:- 


¢ TVET-Program Title 

¢ Module Code and Title 

¢ Nominal Duration 

* Module Description 

¢ Learning Outcomes 

* Module Contents 

¢ Learning Methods 

¢ Assessment Methods and Criteria 
¢ Resource Requirements 


1.4. Standard of training duration 
> It must have relevant nominal duration hours for social service occupation. 


> Short term training for Domestic help, House hold service and Care Giving :- 
e Allocate estimated number of hours (duration) to accomplish each of the module outcomes 
under a particular program. Add the entire module duration and place sub - total under a 
particular program./The nominal duration of hours should be the sum of each modules. 
> Domestic help:- 
e For level I occupation 240 -260 hours including kaizen and cooperative training. 
> House hold service:- 
e For level If occupation 270-300hours including kaizen and cooperative training. 
> Care giving:- 
e For level If occupation 800-830 hours including kaizen and cooperative training. 


1.5. Consideration of curriculum based on the labour market demand 
> The curriculum must be depending upon the local, national and international labor market demand 


(Analyzing the government development direction/plan, investment trends in the region/nation) 

> The curriculum must fulfill the national as well as the international employers’ requirements. 

> The curriculum in all training packages to be delivered in the program must include one 
international language of a country to be expected a workplace for candidates. It must be 
customized to the requirements of a specific language for very simple, commonly used expressions 
of a basic and predictable nature and linked to vocational activities which are relevant to the 
particular social service sector, workplace and circumstance. 


1.6. Review and modification of the curriculum 
> Curriculum need to be reviewed and revised periodically based on the customers feedback and 


when OS is improved. 


2. Standard Trainees 


2A. 
> 


oe 


Definition of TVET trainees 
A TVET trainee is a person qualified to undergo a TVET training system for the purpose of 


acquiring and developing job qualifications (attitude, knowledge and skill). These trainees might 
be formal or non-formal trainees. 
Qualifications of trainees in the program 
2.2.1. For regular training 
The trainees are required to possess the entry requirements of the federal TVET Bureau or as per 
the entry requirements of the city government of Addis Ababa TVET Bureau. 
The entry requirement must incorporate gender and special needs. 
The trainees are required to have ability to speak, read and understand English. 


2.2.2. For short term training 
The trainees are required to possess the entry requirements of the city government of Addis 


Ababa TVET Bureau. 


> The entry requirement must incorporate gender and special needs. 


2,3. 


Academic background of trainees for the program 


2.3.1. For regular training 


> The trainees are required to complete 10" or 12" grade. 


> Atleast 18 years old. 


2.3.2. For short term training 
> The trainees are any interested groups who can read and write. 


> At least 18 years old. 
2.4. Standard number of class per trainees in the program. 


> The standard number of class per trainees in the program must be:- 


No of class per trainees Trainees per 
class size 
No. Occupation /program Ideal Tolerable 
1. | Domestic help 1:20 1:21-25 1:1.2 mn” 
2. | Care giving 1:20 1:21-25 1:1.2 nm” 
3. House hold service 1:20 1:21-25 1:1.2 m? 


Table 3Standard number of class per trainees in the program 


25; Gender equity for the program 


> The female to male ratio should be 1:1 and priority will be given to females. 


2.6. Standard working uniform and shoes for the program 
> Working uniform and shoes for the program must be:- 
e As prescribed by the EOS. 
e As prescribed in the curriculum. 
e As prescribed by the OSHA for the program. 
e As prescribed by the cooperative enterprise/industry/workplace. 
2:7. Standard personal protective equipments (PPE) 
> The trainees must fulfill the standard PPE:- 
>» As prescribed by the EOS. 
> As prescribed in the curriculum. 
> As prescribed by the OSHA for the program. 
> As prescribed by the cooperative enterprise/industry/workplace to follow Occupational Health 
and Safety (OHS). 


> It may include but are not limited to:- 
e Mask 


e Gloves 
e Goggles 
e Hair net/cape/bonnet 
e Face mask/shield 
e Ear muffs 
e Aprons /gowns/coverall 
e Anti static sweets 
3. Standard Trainers for the program 
3.1. Definition of TVET trainer 
> TVET trainer is an instructor, facilitator or supervisor who is qualified to facilitate specific occupations and 
should possess at least a trainer qualifications level certification C (level IV completed) and who has 
training methodology certificate. 


3.2. Qualification of trainer 


3.2.1. C - Level trainer 

He/she must complete at least level IV TVET program for the occupation. 
He/she must assessed and be competent level by level up to level IV. 
He/she must take training methodology and has a certificate too. 


He/she must be aware of the TVET strategy and other supported guiding instructions. 


VV VV WV 


computer literate 


3.2.2. B- Level trainer 


> He/she must complete a university degree program for the occupation. 

> He/she must assessed and be competent level by level at least up to level IV. 

> He/she must take training methodology and has a certificate too. 

> He/she must be a trainer developer (outcome based curriculum, TTLM, assessment tools in 
his/her field of expertise). 

> He/she must deliver project based training by copying technologies 100%. 

> He/she must be aware of the TVET strategy and other supported guiding instructions. 


> computer literate 


3.2.3. A - Level trainer 


> 


> 
> 
> 


V WV 


> 
> 


He/she must complete a university second degree (masters) program for the occupation. 

He/she must assessed and be competent level by level up to level V. 

He/she must take training methodology and has a certificate too. 

He/she must be a trainer developer (outcome based curriculum, TTLM, assessment tools in his/her 
field of expertise). 

He/she must be a trainer supervisor. 

He/she must deliver project based training by copying technologies 100%. 

He/she must be qualified to train lower level trainers in his/her area of expertise, including TMB 
and TMC, Training Methodology for B and C level trainers respectively. 

He/she must be aware of the TVET strategy and other supported guiding instructions. 


computer literate 


Trainers by occupational level 


Qualification Competencies 
level/ Title ; 
occupation Methodology Supposed to train 
NC V+ TMA LS, L4, L3, L2 & LI and short term trainings 
NC IV TMB LA, L3, L2 & LI and short term trainings 
NC IV TMC L2 & LI and short term trainings 


Table 4Trainers by occupational level 


3.3. Qualification of TVET trainers for the program 


Occupations/programs | Qualification level Remark 


Domestic help Clinical/comprehensive nursing diploma or > Must be assessed and be 


level IV, BSC nursing and above. competent level by level. 


House hold service 
; a > Must be certified and 
Housekeeping and laundry supervision, food 


Care giving : _ ; competent in Domestic 

production supervision diploma or level IV, 

help/ House hold service/ 

BA in hotel management and above. 
Care giving. 

> Have completed 
methodology training. 

> Have at least one year 
teaching experience in the 


field. 


Table 5 Qualification of TVET trainers for the program 


4. Standard Training Facilities (Building Workshop/Lecture room) 


4.1. Definitions 
>» Training Workshop is a room or building where theoretical and practical training are done which is 
sufficiently furnished with the machineries, instruments, hand tools, charts and consumables that can 
help the trainees acquire the necessary skills. 
> Trainees Classroom is a room or building where theoretical instructions is done, sufficiently furnished 
with tables, chairs, white and black boards, charts, audio-video aids and consumables as prescribed 
by the curriculum that can help the trainees acquire the necessary attitude and knowledge. 
> Library a building or room containing a collection of books, news, video records, computers, 
instructional materials, journals, periodicals and other materials that are valuable for use by the 
members of an institution. 
4.1.1. Standard Facilities 
> A training facility must have flexible and technologically —advanced learning environment that are:- 
e Safe 
e Healthy 
e Comfortable 
e Aesthetically-pleasing 
e Accessible 
> Training institutions need to have buildings that are suitable for the specific trainings, regarding the 
occupations they offer. 
> The training campus must be located in a wholesome environment, safe from transportation, sufficiently 
free from noise, dust, smoke and other polluting and destructing elements. 


> Training institute should have the following facilities: 


a. It should be free from any distraction and should be suitable (only for training) 

b. The necessary instructional room, workshop, laboratories, computer centre (well furnished) 
c. Library with relevant books, and in sufficient copies 

d. Offices for both academic and administrative staff 

e. Stores 

f. Sufficient Separate toilets for both sexes 

g. First aid kit in every workshop 

h. Fire extinguisher for each workshop 


—_ 


Provision for access and facilities for people with disabilities, particular attention shall be paid to 
toilet facilities, door sizes and swings, floor finishes, hand rails and other services. 

4.1.2. Buildings 

While selecting a building for a training institutes, their lighting (artificial and natural), the ventilation and heat 


condition, the load bearing capacity of floors and the like should be considered. 


> The standard building must include: 
a. It must have its own fences (compound). 
b. Access to road (for vehicles) 


c. Access to electric power, telephone, and water 


a 


Landscape not susceptible for damages from flooding, wind, sewerage and the like 

e. Training facility separated from facilities of general education/ and other facilities which are not 
related to the Training 

f. TVET institution’s campus and resources should be used entirely for TVET programs. (Separated 
from general education and higher education) 

g. IfaTVET institution has two compounds which are more than 300 m apart, they will be considered 
as two campuses and hence each need to have its own physical facilities like library, workshops, 
etc. 

h. With the above mentioned considerations, TVET institutions should consider the space standards 


shown in the table below 


4.2. Size of workshop 


No. Rooms Area needed per trainee (m2) | Remark 
Instructional room 1.2 30m? for 25 trainees 
Workshop /demonstration room/ 4 100m? for 25 trainees 


Library *e# 105 — 280 


Cafeteria 0.6 15m” for 25 trainees 


Table 6 Size of workshop 


Annotation: 


(***) considering 25% of the total number of trainees. If an institution exceeds 280 trainees, the library 


should be 1.7 m2 per trainee. 


4.3. Size of instruction rooms 
An instructional room, for theoretical instructions, should be sufficient for the number of trainees as prescribed by 
the national standards. Considering a 1.2 m” trainee standard and a well ventilated and well illuminated room, 


rooms for instruction should satisfy the following requirements. 


Furniture for instructional room 


Item Qty Length Depth Cm _ | HeightCm | Remark 
Cm 

Desk/ armchair 1 Sie) 100 74 Trainee 
Table 1 80 120 74 Trainer’s 
Chair 1 40 56 78 Trainer’s 
Chair Per trainee | 35 35 77 Trainee 
Black/white 1 240 --- 120 Per room 
board 
Notice board 1 120 --- 100 Per room 


Table 7Furniture for instructional room 


4.4. Library 


>» Libraries should be organized in such a way to accommodate 25% of the total trainees at a time. 


> The books and journals should not be outdated, assuming their age to be less than a decade, thus 


guaranteeing availability of modern technology and findings. 


> Embrace 50% of books of respective programs. 


>» Libraries should be managed by trained librarians. 


>» Libraries service should be supported by internet access, computers, and audio-video materials. 


4.5. 


4.6. 


4.7. 


4.8. 


Lighting and ventilation requirements of workshop and classrooms for the program 

Workshops, classrooms and libraries should be well lighted (natural and artificial) and ventilated. 

To achieve reasonable natural light, windows and/or skylight shall be provided to all and the glazed area 
shall be minimum 10% of floor area the room. 

To promote natural cross habitable room design for use by more than 15 occupants shall have external 
windows/doors skylights with a minimum open-able area of 10% floor area. 

If open-able area of 10% of floor area cannot be achieved practically through windows and doors, airflow 
shall be assisted by mechanical ventilation systems. 

Sections of a workshop area 
> The workshop must be arranged based on the kaizen philosophy (8 work stations) 


Learning resource area. 


Ss 


Training resource area. 
c. Contextual learning area 
d. Practical wok area. 
Assessment area. 
f. Computer lab. 
g. Quality control centre. 
h. Support area. 
Electrical requirements 
> All power outlets and lighting circuits shall be protected by residual current devices (earth leakage 
safety switching). 
> Emergency shut off buttons to power supply shall be provided in workshops and practical class rooms. 
Institutional facility requirements for the program 
A. Domestic help for level I 


- Demonstration room (100 sqm) 


I. Kitchen 
II. Dining 
I. Living 


IV. Bedroom with bathroom 
V. Laundry 


- Lecture room 30 sqm for 25 trainees 
- Clinic 

B. House hold service for level I 
- Demonstration room (100 sqm) 


I. Kitchen 


II. Dining 

I. Living 

IV. Bedroom with bathroom 
V. Laundry 


- Lecture room 30 sqm for 25 trainees 


- Clinic 


C. Care giving for level IT 
- Demonstration room (100 sqm) 


I. Children room / Play room 
II. Dining and Kitchen 
Ii. Living room 
IV. Bedroom with Bathroom 
V. Room for disabled 


- Lecture room 30 sqm for 25 trainees 
- Clinic 
5. Standard Tools/ Machines/Equipment 
5a. Definitions of Tools/ Machines/Equipment 
> Tool is a device or implement, typically hand-held, used to carry out TVET training for each 
occupation. 
> Machine is an apparatus using or applying mechanical power and having several parts, each with a 
definite function and together performing a particular task associating with TVET training for each 
occupational area. 
> Equipment is the items/tools/machines needed to performing a particular task associating with TVET 
training for each occupational area. 
5:2: Tools, machines and equipment for the program 
> Tools, machines and equipments should be sufficiently fulfilled as prescribed in every unit of 
occupational standards, curriculum and TTLM /See annex 1/ 
5.3. Ratio of tools, machines, and equipment per trainee 
> Tools, machines and equipments ratio per trainees should be sufficiently fulfilled as prescribed in 


every curriculum. 


Required Ratio 


No. | Description Ideal Tolerable In tolerable Remark 
l. Tools 1:1 LZ je 
uA Machines 
> Basic (ordinary) * Eel eZ He 
> Moderate (ordinary)** 1:5 1:6-10 1:11 and above 
> Special (high tech)*** 1:15 1:16-20 1:21 and above 
3 Equipment 
> Basic (ordinary) * ial 1:2 1:3 and above 
> Moderate (ordinary)** i5 1:6-10 1:11 and above 
> Special (high tech)*** 1:15 1:16-20 1:21 and above 


Table 8Ratio of tools, machines, and equipment per trainee 


Annotation 


e (*) machines which are important to deliver training and easily accessed for all trainees. 


e (**) machines which are important to deliver training but hard to access for all trainees. 


(***) machines which are important to deliver training but very hard to access for all trainees. 
1. Standard Supplies and Materials 


ae Definition of supplies and materials 
>» Supplies are the items that are needed and consumed while delivering TVET training for each 
occupational area. 
>» Materials are the items that are needed to a particular activity while delivering TVET training for each 
occupational area. 
1.2. Supplies and materials for the program 
> Supplies and materials must be available for each trainee in the occupational area as prescribed by the 
curriculum. /See annex 2/ 
1,3. Quantity of supplies and materials per trainee/student ratio 
> Sufficient quantity of supplies and materials must be allotted for each trainee as prescribed by the 


curriculum. 


1.4. Storage system, distribution and inventory of supplies and materials 
> Supplies and materials must be stored in kaizen principles. 
> There must be a systematic fair distribution as per required by training. 


>» There must be a regular inventory schedule for supplies and materials. 


2. Standard Training instructional Materials (Instructional Aid) 


2:1. Definition of training and instructional materials 

> The training, teaching and learning materials are trainer-made printed instructional aid that 
supplements the trainer’s oral and visual instructions. 

> It is a well-designed and carefully developed learning aid that provides detailed instructions to the 
trainee. 

> They are self-instructions to guide the trainee in learning and progressing at a rate comfortable to 
them. 

> It serves a support in acquiring the learning outcomes reflecting the competence requirements of the 
particular occupation addressed by the program curriculum. 


> Generally, TTLM is instructional media that facilitates individualized learning. 


2.2. Types of training and instructional materials 
> There must be the ‘Resource-Based’ and ‘Self-Contained’ TTLM. 

e The resource-based uses additional materials available internally or externally of the organization or 
institute such as textbook, journals, periodicals, handouts or manuals to provide the needed 
information leading to acquisition of the intended learning outcome. 

e The self-contained TTLM provides all the necessary information needed to understand and acquire 
the identified learning outcome. The trainee does not need to access additional reference material. 

22. Bases of training and instructional materials 
> Bases of training, teaching and learning material must be: 
e directly related to the occupational standards and the curriculum 
e designed by the trainer to fit local condition and appropriate to intended trainees 


e designed in a way that address the learning for all the learning outcomes within one learning module 


ZA: Ratio of training materials per trainee/student 


Item Ratio of 
Item: Trainees/student 
Instructional & Learning Materials Ideal Tolerable Intolerable Remark 
TTLM /teaching, training and learning 
; ial 1:1 132 
imaterials/ 
Textbooks (one Title) related to the 
‘ 1:1 15 1:26 
occupation. 
Reference Books related to the occupation. 1:1 1:5 1:>6 
Journals/Publication/Magazines related to 
: 1:3 1:10 1:211 
the occupation. 
Instructional Audio Video (In 
. : 1:1 1:1 Fal 
Library/classroom location) 
Visual training media (LCD, OHP, laptops) 
1:30 1:40 1: >41 
(classroom) 
black board, white board, flip chart 1:30 1:40 1:>41 


Table 9Ratio of training materials per trainee/student 


ale Component of training material’s 
> The TTLM must be composed of three packages that are: 
1. Trainer’s Guide 
2. Learning Guides and 


3. Assessment Packet. 
2. Standard Assessment 


2A; Definition of assessment 
> Assessment is a process of collecting evidence and making judgments on whether competence has been 
achieved. 
2.2: Types of assessment 
> There must be both institutional (formative and summative) and national assessment. 
>» The trainer must prepare the institutional assessment tools. 
23; Standard assessment packet 
> The institutional assessment must have an assessment packet that include: 


a) Written test 


b) Practical simulation/Demonstration with oral questioning 


c) Knowledge test 
d) LAP test 


> Sample format of assessment packet 


(Formative Assessment) TVET 
Program: 


Learning Module Title: 


Learning Outcome(s) covered 


Ways in which evidence will be 
collected: 


The evidence must show that the 
trainee...... 


Observ 


Ation 


Interview 


Demonstration 


with Oral 
Questioning 


Written Test 


LAP Test 


e (assessment criteria) 


Table 10Formative Assessment 


*Critical aspects 


Prepared by: 


Date: 


Checked by: 


Date: 


Summative Assessment 


TVET Program: 


Batch Class: 


Learning Module UC (s) covered e 


Ways in which evidence will be collected: 


The evidence must show that the trainee...... 


Observation 
Questioning 
Written Test 


LAP Test 


Interview 
Demonstration with Oral 


e (assessment criteria) 


Table 11 Summative Assessment 


*Critical aspects of competence 


Prepared by: Date: 
Checked by: Date: 
2.4. National assessment 


> Trainees must take an outcome based assessment level by level. 
> Short term training must be completed by assessment. 
> Trainees who are not competent in any level shall not be transferred to the next level. 
Past Requirements for trainee to be considered competent 
> If he/she certified by national assessment. 
> Every trainee/student to be considered competent, he/she should show the required knowledge, 


skills and attitude of the respective occupational standard. 


2.6. Administering an assessment 
> The national assessment must be administered according to assessment center operational manual. 


> Assessors must be accredited professionals from industries eligible to conduct assessment. 
3. Standard for Administrative Support component 


3.1, Definition of administrative support 
> Administrative support staff is a category of individuals who provides various kinds of administrative 
support service to the main objectives of TVET activities. 
3.2. Units of standard administrative support 
> TVET institutions organizational structure, adequate administrative personnel should be employed for 
each position, with the necessary profile to carry out their duties. 
> Administrative staff must be qualified, trained and experienced in their respective works and 
sufficiently fulfilled in accordance with the organizational structure. 
> Some of administrative units are: 
vY Registrar office for the admission and certification of trainees. 
Finance and Procurement system. 
Storehouse unit. 


Staff development unit. 


Ss S SS A 


Library unit. 


¥ Workshop unit. 
10. Standard System and Procedures of Accreditation 


10.1. Definition of accreditation 
“% Accreditation is a process of quality assurance through which accredited status is granted to training 


provider, showing it has been approved by the relevant legislative or professional authorities by having 
met predetermined standards. 


10.2. Standard systems and accreditation process 
“& The whole Accreditation process must have: 


a) Accreditation 
b) Renewal of accreditation 
10.3. Procedures of an institution to be accredited 
10.3.1. Standard for accreditation procedure 
“ For the accreditation purpose, every TVET provider must apply for accreditation of its programs (rather 
than institutions) to the city government of Addis Ababa TVET Bureau to the accreditation of programs 


in TVET directive. 


“%& The TVET provider can start training only if it gets the accreditation license from the authority, after 


assessment of the necessary input standards (detailed checklist will be prepared by accrediting bodies 


based on the minimum standard for the occupation/program). 


“%& It is the process whereby TVET providers’ compliance with the minimum standard must be checked for 


the program to be accredited and as a result allowed or denied to start their training processes. 


>» While accrediting a program, the following input parameters must be considered: 


a) Local labor market information 


b) Human resource 


c) Training facilities 


> Requirements for accreditation application should include: 


v 
v 
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> Rules on 
v 
v 
v 
v 


v 


Administrative Documents 

A report on current labor market 

Updated EOS of the program. 

Proof of building ownership or lease-contract of at least five years 
Composition of the Board 

Board resolution on the acceptance of the TVET program 

Strategic plan (institutional development plan- IDP) 
Memorandum of understanding with local company (in case of Cooperative Training) 
Curricular Requirements 
Curriculum derived from the relevant EOS 

Relevant instructional materials 
Relevant equipment, material and other inputs, as prescribed in the EOS. 
Profile of certified TVET trainers for the program and their qualifications 
Profile of management and supporting staff and their qualifications 


Contractual agreement of training staff at least for a year. 


Tuition and other fee 

Trainee evaluation system 

Entrance requirements complying with the regional minimum entrance requirements 
Attendance 


Code of conduct for both TVET trainers and their trainees 


> Accreditation license Fees 


v 


Accreditation license fee should be as prescribed by the city government of Addis Ababa 


TVET Bureau accreditation directive. 


>» The accreditation certificate to be awarded by the city government of Addis Ababa TVET Bureau must 
include information on: name of the program/ occupation, its level, and the maximum number of trainees 
allowed. 
10.3.3. Standard for Renewal of accreditation procedure 
> Labor market demand and tracer study must be conducted. 
> A TVET institution which applies for renewal of accreditation must to submit evidences related to 
the process, the output and the outcome to the accrediting body. 
> Requirements for renewal of accreditation: 


A. Process must include: 


Enrolment of trainees (with criteria) 

Curriculum development/ improvement (optional) 

Training delivery management 

Suitability of the Instructional material 

Trainee assessment and certification as per the goal planed by TVET Bureau for the year. 
Proper utilization of the resources considered during the accreditation. 

Continuous assessment of current labor market demand 

TeCAT (Technology Capabilities Accumulation and Transfer) activities 

Industry linkage (Cooperative and in-company Training) 


Renewed business license 
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Documentation procedure for all the activities listed above 


B. Output: 


¥ The number and percentage of graduates who are competent on the national occupational assessment at 
every year in each level of occupation. 


C. Outcome 


v¥ Number of completed trainees who employed or organized in MSEs (with the help of the TVET 


institution) 


>» The certificate of renewal of accreditation awarded by the accrediting body must mention the name of the 
accredited program, its level, and the number of trainees allowed for the particular program, considering all 
the inputs the institution has. 

> Renewal must take place within 2 years (depending upon the program duration) for the programs. 

> There will be a random, un-announced supervision taking place the report of which should contribute to the 


renewal at last. 


The application for renewal must be submitted at least three month before the expiry date of the 
institution’s program accreditation. 
The accrediting body will give a warning time within six months for possible improvement of according to 


shortcomings it discovers. 


> Requirements for renewal of accreditation must include: 

¥ Mandatory percent in the occupational assessment set by the accrediting body should be fulfilled in 
each program. 
All competent and complete trainees should be engaged in self created jobs or paid employment. 
Updated curriculum and TTLM, following updated OS (if there is any) 


Updated training facilities and their efficient utilization 
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Implementation and actualization of the institution’s strategic plan/ IDP (Institutional Development 
Plan) 
Vv The percentage of assessment result must increase as per set by the accrediting body in every 
renewal time with regard to the previous program accreditation. 
vY Report on tracer study 
Y Accumulated and transferred Technologies 
¥ Implemented memorandum of understandings signed with the local industry related to the 
programs. 
v¥ Number of completed trainees who employed or organized in MSEs (with the help of the TVET 
institution) 
> Payment for renewal of accreditation 
Vv The fees payable in connection with renewal of Accreditation, Certification and other related 


services should be as the accreditation directive. 


10.4. Standard for Inspection of accreditation 
> There must be a random, un-announced or programmed inspection taking place the report of which 
should contribute to the accreditation (if it is necessary). 
> Inspection must include: 

¥ Anapproved campus or building suitable for TVET with access to road, water, electricity, and 
telephone. 

Y Classrooms, workshops, laboratories, stores and computer centre suitable for the occupation 

¥ Library with relevant books and references for the occupation and preferably with internet 
connection and e-library 


vY Furnished offices for training and administrative staff 


105; 


10.6. 


Access to a multi-purpose hall 

Access to recreation / student centre 

adequate toilet service (separate for male and female) 

Safety and first aid kit in each workshop 

Fire extinguisher in each building 

Safety gadgets necessary for the occupation (wears, goggles, shoe, cap, etc) 

Acceptable size of classrooms and workshops (according to the occupation and the standard ) 
Acceptable natural lighting (according to the occupation and the standard) 


Acceptable ventilation (according to the occupation and the standard) 
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In addition to the above inspection points, it must include the requirements related to the processes 
of accreditation (accreditation and renewal of accreditation). 
Authorizing body for accreditation 
>» The city government of Addis Ababa TVET Bureau is an authorized body to accredit institutions 
for the program within the city administration. 
Checklist for accreditation 
> Checklist for accreditation must be prepared based on the inspection points that are mentioned 


under standard for inspection and in the accreditation directive. 


11. Standard for Cancellation of accreditation 


11.1. Definition of cancellation 


> 


11.2. Proced 


Cancellation is a measurement taken by accrediting body to deny an institute when the institute 


violate/misuse/ of the stated standard. 


ure of cancellation 


> A TVET program can be cancelled for any reason mentioned below: 


v 
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Any false information given during the accreditation and renewal process will lead to cancellation of 
the respective demand. 
Violation of any of the requirements during the accreditation or renewal steps. 
Enrolling trainee not according to the entrance criteria and rule given by the respective accrediting 
body. 
Any registered program that is not accredited within the specified time is cancelled 
Any accredited program that is not renewed within 2 years will be cancelled. 
Any other activities which contrary to the TVET strategy. 
The trainees’ fortune must be carefully handled when cancelling training programs. 
The canceled institution must submit all the necessary trainees’ document (hard and soft copies) to the 


accrediting body prior to withdrawal. 


12. Voluntary withdrawal 
> If the accredited institutions voluntary withdrawal from the accreditation process, it must notify to 


accrediting body through letter prior 3 months to withdrawal. 
> The voluntary withdrawal institution must submit all the necessary trainees’ document (hard and 


soft copies) to the accrediting body prior to withdrawal. 


13. Transparency 
>» Because the public needs to be made aware of all the registered and accredited training providers, the 


city government of Federal Ethiopia and Addis Ababa TVET agency and Bureau will make available 
the current status of all TVET providers in the city administration. 
>» This can better be made using the FBG page of the Yeka branch TVET Officein Addis Ababa city 


government education and training authority. 
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CHAPTER ONE DOMESTIC HELP 


2020 
Domestic Help Curriculum and TTLM 


1.1. Proposed training areas by TVET both regular and extension programmes by sectors:- 


° Agriculture Sector, Culture, Tourism, and Sports Sector, Industry Development Sector, c) Health 


Sector, Economic Infrastructure sector; 


e Labour Affairs and Social Service Sector, the Subsector Social Service Occupation 


i Domestic help level I, completed but not disseminated OS states at this time permitted to 
disseminate 

li. Care giving level II, completed but not disseminated OS states at this time permitted to 
disseminate 


iii. |Community service work Level II, III, IV, V, OS states completed and disseminated 

Iv. Household service level II completed but not disseminated OS states at this time permitted to 
disseminate 

v. OS Hotel opration level I 


¢ Detail information proposed Training areas of occupation including its codes 


I.1_ According to the strategy of TVET the institute PROPOSED TVET 
TRAINING Short Term, level 1 and 2 


1.1.1 ESTABLISHED DEPARTMENTS:- 
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Table 13 Domestic Help 


Occupational Standard: unit code and title for Domestic Help level I 


Unit Title Clean House 


Unit Code LSA DOM 01 0812 LSA DOM 02 0812 title Provide Food and Beverage Service 


LSA DOM 03 0812 Wash and Iron Clothes, Linen and Fabric 


LSA DOM 04 0812 Provide Care and Support to Children 


LSA DOM 05 0812 Provide Care and Support to Pets 


LSA DOM 06 0812 Respond Effectively to Challenging / Difficult Behavior 


LSA DOM 07 0812 Maintain Healthy and Safe Environment 


LSA DOM 08 0812 Respond to Emergency 


LSA DOM 09 0812 Receive and Respond to Workplace Communication 


LSA DOM 10 1012 Apply Continuous Improvement Processes (Kaizen) 
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Figure 2 During SIFA project meeting in skylight Hotele Addis Ababa 
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Figure 4 Berhanu Tadesse my own Art Home Economics Exercise Book in 1988 (1995) 
Kotebe Metropolitan University 
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Figure 5 Berhanu Tadesse my own Art Home Economics Exercise Book in 1988 (1995) 
Kotebe Metropolitan University 
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Figure 6 Berhanu Tadesse my own Art Home Economics Exercise Book in 1988 (1995) Kotebe 
Metropolitan University 
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Figure 7 Berhanu Tadesse my own Art Home Economics Exercise Book in 1988 (1995) Kotebe 
Metropolitan University Food menu Calculate kilo calories what we consume (Calculate the 
energy value of dish and save it) 


Figure 8 Berhanu Tadesse my own Art Home Economics Exercise Book in 1988 (1995) Kotebe 
Metropolitan University Food menu Calculate kilo calories what we consume (Calculate the 


energy value of dish and save it) 
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Figure 9 Home Economics Exercise Book in 1988 (1995) (Calculate the energy value of dish and save it) 
Calculate the energy value of dish and save it 


“ya ’ l ? a 2 \ Pe) 

% Chechebsa / 2 Kvce 
eee Cth Oe BRO 

hk meee TO BRO fe = aa 
mee CR Set ? fait Sat F 


eas = 13 7/ > 


Figure 10 Home Economics Exercise Book in measurement index 
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Figure 11 Home Economics Exercise Book rate of different items per kilogram 
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Domestic Security 


Comply Residence 


Procedural Requirements 


February 2020 


Berhanu Tadesse Real Book 


During Auditing Both Primery School to TVET Institution 


During standared training 


Selecting model institute 


During Presentation about Selecting Criteria of Model Institute 


ADDIS ABABA CITY GOVERNMENT OF EDUCATION AND TRAINING 


INSTITUTION PROFESSIONAL QUALITY ASSURANCE, OCCUPATIONAL 
COMPETENCY AUTHORITY YEKA BRANCH 


EDUCATION AND TRAINING LICENSING, PROGRAM EXPANSION, RENEWAL 
of LICENSING AND RE LICENSING D/RECTORATE TVET GROUP PLAN 


CITY GOVERNMENT OF ADDIS ABABA EDUCATION AND TRAINING 
QUALITY OCCUPATIONAL COMPETENCY ASSURANCE AUTHORITY YEKA BRANCH 


EDUCATION AND TRAINING INSTITUTE LICENSING AND RE LICENSING DIRECTORATE 


TO: EMD, Ygna and Sister Yemesrach TVET institutions won respectively 
ADDIS ABABA 
SUBJECT: SENDING EVALUATION RESULTS OF PRIVATE INSTITUTIONS 


In addition to the scan photo attached he following information have been discussed the team. As may be 
remembered, audit for the first have been carried out in private institutions. Accordingly, the criteria and standards 
for evaluating TVET institutes have been set down as follows; 


The auditors included new criteria this year if the institute is comfortable for 
Special Needs 100% 


1g The capacity of raising enrolment (15%) out of this the institute got 

2, Minimizing dropout (15%)--- 

2. Cooperative training (15%)-- 

4, Conducting training by certified professionals (15%)---- 

oy Presenting trainees to center of competency assessment and certification (CoCAC) for evaluation (25%)--- 
6. Submitting monthly report in due time (10%)--- 

re Taking part in announcement, advertisement through media (5%)----- 

8. Invention and Innovation (additional criteria) 100% --- 


We have attached here with the result obtained by conducting the evaluation carried out on the basses of the 
criteria stated above. Based on this, the result of the 3 TVET institutions out of 37 is now ranked 1“, 2nd and 3m 
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Congratulations EMD! And other three top competent TVET institute. Model TVET institution evaluate 
yearly work accomplishment a result prepared by auditors and judges with understanding the winner of 
TVET for 2020 is EMD finishing construction work. TVET evaluator committees’ members make a 
decision to awarded first position first position EMD, second Yegna and Sister Yemisrach HHS/ 
Domestic Workers. 
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I do not know whey include my name and photo in the above photo of iconic person. Indeed, I am not inventor but 
I should include in the category of innovator of developing internet platform (net world). Because, I start, using 
notes and other ..... before face book begin tag in his FB platform my witness are vocational business management 


students from 2011 to 2014 and AAU E. learning department at faculty of business and economics. 
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Figure 14 Quandary (difficult decision) in terms of Provision accreditation of TVET institute 
figure 1, 2 and 3 


The gap of regulatory body on provision of accreditation during licensing new TVET institution is 
very enormous. The first indicator is providing different names during opening new TVET institute 
without clear procedures. One of the evidence showing above and below figures are name of the 
TVET institute is single but it have more than one name in its own and different government sector 
and sub sector (government authority i.e. TVET office and trade office in terms of legal registration). 
The first name in this year is the TVET office provided for accreditation the name of the institution is 
“Great computer TVET institute”. Nevertheless, the payment receipt/voucher trade office gave to the 
institute “Great Computer College” it advertises in the destination. The second institute has the name 
“Icon computer training institute” given by TVET office while Trade office gave to the institute 
additional name called “Blue Service of Short Term Technical education and training TVET”. How 
can reconcile this error? Better to work without ignorance since, we are working on education and 
training quality. I think our objective and aim is fight and defeat ignorance rather than increasing it. 
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The gap of regulatory body on provision of accreditation during licensing new TVET institution is 
very enormous. The first indicator is providing different names during opening new TVET institute 
without clear procedures. One of the evidence showing above and below figures are name of the 
TVET institute is single but it have more than one name in its own and different government sector 
and sub sector (government authority i.e. TVET office and trade office in terms of legal registration). 
The first name in this year is the TVET office provided for accreditation the name of the institution is 
“Great computer TVET institute”. Nevertheless, the payment receipt/voucher trade office gave to the 
institute “Great Computer College” it advertises in the destination. The second institute has the name 
“Icon computer training institute” given by TVET office while Trade office gave to the institute 
additional name called “Blue Service of Short Term Technical education and training TVET”. How 
can reconcile this error? Better to work without ignorance since, we are working on education and 
training quality. I think our objective and aim is fight and defeat ignorance rather than increasing it. 
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The gap of regulatory body on provision of accreditation during licensing new TVET institution is 


very enormous. The first indicator is providing different names during opening new TVET institute 
without clear procedures. One of the evidence showing above and below figures are name of the 
TVET institute is single but it have more than one name in its own and different government sector 
and sub sector (government authority i.e. TVET office and trade office in terms of legal registration). 
The first name in this year is the TVET office provided for accreditation the name of the institution is 
“Great computer TVET institute”. Nevertheless, the payment receipt/voucher trade office gave to the 
institute “Great Computer College” it advertises in the destination. The second institute has the name 
“Icon computer training institute” given by TVET office while Trade office gave to the institute 
additional name called “Blue Service of Short Term Technical education and training TVET”. How 
can reconcile this error? Better to work without ignorance since, we are working on education and 
training quality. I think our objective and aim is fight and defeat ignorance rather than increasing it. 
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Figure [fj Security Uniforms 


Figure 17 Raincoat 


Figure 18 Men and Women over coat 


Figure 19 


Hand Glove 


Figure 20: Domestic security house/booth 


tome 


Figure 21: Domestic security guard 


Blif#}/los}||e]ls 


* cloth gasoline electrical combustible kitchen 


* wood * grease fires metals fires 

*rubber —* oil 

* paper 

* plastics 
Figure 2: Five types of fire extinguishers Figure 3 How to use fire 


Figure 22Fire extinguishers 


Figure 23: Bomb 


Figure 24: Home intrusion attempts 


Figure25 Alarm 


Figure 26 Motion detection device/sensor 


Figure 27 Close circuit television (CCTV) 


Figure 28 Telephones 


Figure 29 Radio 


= 


Figure 30 security whistle 


Figure 31 Megaphone 


Step-2 Aim the hose at the base of the fire. 


Step-3 Squeeze the lever. 


Step-4 Sweep the hose from side to side. 


Step-6 Leave immediately if you're unable to extinguish the fire. 


an \ 
KS 


Step-7 Replace or recharge your fire extinguisher as soon as possible. 


Figure 32 Key 
Figure 33 Magnetic stripe 


Figure 34 Proximity card 


Table 1: Types of identification documents 


Identification 


NO decumente Description 
2.1.1 a card giving identifying data about a p 
Identity card erson, as full name, address, age, and 


(ID) 


color of hair andeyes, and often contai 

ning a photograph: for use as identifica 
tion at place of employment, school, 
club, etc. 


Passport, 


atravel document, usually issued by 
a country's government, which certifies the 
identity andnationality of its holder 
primarily for the purpose of international 
travel. 


Standard passports may — contain 
information such as the holder's name, 
place and date of birth, photograph, 
signature, and other identifying information 


Gate pass 


A gate pass is a simple document 
containing the detail of items while making 
any product movement outside the 
warehouse. 


It is defined to secure the outbound 
transactions and ensure a smarter way of 
managing and keeping a track of the 
inventory for those products which were 
not dispatched for fulfilling an order. 


Ashore ted SQ” Cornact Person Sig 


Car pass 


A sheet to get exit and entry authorization 
to the compound. This consists of date, 
time, plate number of the vehicle, name of 
authorized person and signature. 


Figure 35 Car pass 


Figure 36A metal detector 


Figure 37 Security stick/baton 


Figure 38 Car searching mirror/device 


Figure 39 Torch battery 


Domestic Work 


Level-Il 
Follow Basic Food Safety 
Practices 


Fig Figure 40-1 Food Safety at Home 


Fig1. 3 Types of pests 


Figure 42-3. Types of pests 


Figure 43-4 Waste Disposal 


Figure 44-5. Foodhandlersshouldavoiddirectlytouchingfood 


Figure45-6. Avoid touchingfood withthebare hand 


Figure46-7. Usingcolor-codedchoppingboards 


Figure 47-8. Dry good storage 


Figure 48-9Refrigeratedgoodsstorage 


Figure 9 Garbage & waste 


Figure 49-10 Garbage and waste bin 


Clean uniform 


Full apron 


Disposable gloves 


Proper shoes 


Figure 50-11 Uniforms, Aprons, Gloves and Shoes 
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Figure 53-14 During Chopping meat and fish People can transfer germs 


212°F Boiling 


Bacteria die; spores and 
toxins may survive 


2 Cooking and 
165°F 74°C reheating food 


140°F 60°C Holding hot 
_ food for service 


DANGER 


ZONE 


Keep food out of this temperature range 
4°C to 60°C 
Bacteria multiply rapidly 
Chilled food 
Most bacteria will 40°F Thawing food 
survive but will not 
multiply quickly 


32°F Water freezes 
Most bacteria will 
survive but not grow 
0°F Frozen food 
storage 


Figure 54-15Danger ZoneChart, 


Wash Rinse Sanitize 


Figure 55-16 Cleaning equipments 


Food area cleaners 
Illustration Types Use 


 - 


To be used for manual floor mopping 


e Mop Clean water must be retained in 
one bucket. 
e Cleanin ' , 
se It is used for drying kitchen walls and 
oe floor tiles after they are cleaned 
e Bucket 
with Buckets and mops are used for 
Water cleaning floors, walls 
e White It is a chemicals used for cleaning in 
vinegar kitchen 


dish detergent and dish soap, is 
e Dish a detergent used to assist 
soap in dishwashing 


Bottles can be filled with a cleaning 


2 
in e Spray | solution that is sprayed on items to be 
bottle cleaned. 
—=— 
e The versatility of baking soda 
makes it a great kitchen 
: cleaner. Not only can it remove 
e Baking a! 
tough stains, it also helps 
soda oie 
eliminate foul odors. ( eg. 
Oven) 
For scrubbing, for cleaning painted 
e Hand surfaces in kitchen 
scrub 
¢ Rubber Protect hands from being exposed to 
Gloves 
hot and warm water, 
e Dust It holds dirt and debris swept in them 
pan by a brush or broom. If a dustpan’s 


edges become bent, it will not pick up 
dirt or debris well 


This is needed to remove excessive 


¢ Floor water from the surface and corners. It 
squee : 
gees also speeds up the drying process. 


Table 14: food area cleaners 


Figure 56-17WasteDisposal container 


Figure 57-18 unused egg retention container safely even in the path areas 
in the kitchen 


Domestic work Level Il 


Figure 58-1-2 Mis-en-scene of the dining area 


Type of furniture /equipment use 


To hold oil and vinegar 


curet stand/set 


4 in X 312 In X 7 In Black 


Heater 


Heating food 


For displaying pastry 


product 


chafing dish 


To keep food hot 


dining table 


Just to seat and to be 


served 


Arabian mejelese 


Used to seat 


Arabian salon 


Used for living room 


guridion trolley 


Used to prepare food in 


front of employer 


ERUINSAT BUFFET TABLES 


side table 


Used to display table 


wares 


Borsa) Beftet ane 


food display table with warmer 


Used for displaying foods 


and to keep warm 


Coffee or tar sence versatily 


To display table wares 


Shelf 


Table15-1 Dining Room furniture/Equipment/ 
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Figure 61-1.4. Arabian dining table set up 


Figure 63-1.6. Arabian dining table set up 


formal 


at 
A-Bouillon Spoon 1 - Dinner Fork 

B - Butter Knife J - Dinner Knife 

C - Butter Spreader K - Fish Fork 

D - Cocktail Fork L - Fish Knife 

E - Demitasse Spoon M -Iced Tea Spoon 
F and N - Dessert/ Salad Fork P - Sauce Spoon 
Gand O - Dessert/ Salad Knife 


H and Q - Dessert / Soup Spoon sic giana 


Steak knife 


Figure 65-1.8. Names of flatware 


0 OowwWweadre Hollow Ware is another name for serving 
one pieces in earthenware, china, clayware, 
HA! VP wood, glass or metal. These pieces 
include items such as as cups, pitchers, 
vegetable bowls, tea and coffee services, 
sugar bowls, creamers, egg cups, trays, 
platters, salvers, vases, candelabras, 
soup tureens, ice buckets, gravy boats, 
casserole dishes, chafing dishes, salt & 
pepper shakers, or any other piece that 
serves as a container or means of 


conveyance. 


Platter: Alarge 
shallow dish or 
plate, used 
especially for 
serving food. 

A meal or 
: A shallow flat receptacle with course can be 
a raised edge or rim, often having ; served ona 
andles, used for carrying, holding, platter. 
or displaying articles. 


Salver: A flat tray of silver or 
other metal used for carrying or 


letter or card by a servant. 


A-8” Salad / Dessert/ Luncheon Plate 

B-—12” Charger / Buffet Plate 

C—9-10” Dinner Plate 

D -Cup (6 oz)/ Saucer (5 3/4") 

E - Soup Plate/Pasta Bowl (9-10") 

F - Mug (8 oz) 

G - Handled Soup Cup (8 oz)/ Saucer (6") 

H - Demitasse Cup (3 oz) / Saucer (4 1/2") 
A - Bread & Butter Plate (6") 
Jee ae Bowl (8 vac Creamer (80z) Camera 


cereal/salad 
bowl 


8 oz. 
dessert/berry 
bowl 


Figure 67-1.10. dinner ware/china ware 


Figure 68-1.11.dinner ware 
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Figure 69-1.12 .table appointments arranged 


Table d’hote or set menu cover 


— 


cone tie 


Figure 70-2.1.Table‘d’héte set up 


Figure 71-2. 2. Table‘d’h6éte set up 


spoon 


Figure 73-2.3. Al-Cart Table Set Up 


FORMAL TABLE SETTING 


The most symmetrical out of all the table setting types. Appropriate for formal 
weddings, holiday meals, or any occasion where more than three courses are served 


1. charger 7. dinner knife 13. dessert fork 

2. napkin 8. fish knife 14. white wine glass 
3. menu card 9. salad knife 15. red wine glass 
4. salad fork 10. butter plate 16. champagne flute 
5. fish fork 11. butter knife 17. water glass 

6. dinner fork 12. dessert teaspoon 


Figure 74-2.4.Formal table setting 


Breakfast covers 


@ Table cover for a continental breakfast ° 


Figure 75- 2. 4. Breakfast cover 


angtuiar Chafer 
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Figure 76-3.1. chafing dish / to keep food hot/ 


Type of glass 


Function 


Red wine glass 


to drink red wine 


ba aOR = 


White wine glass 


Suitable any white wine , banquette 


service 


Water glass 


to drink water 


ro 


Juice glass 


Juice glass used todrink 


juices,mocktals.... 


Table16-.1. Type of Glass 


Figure 77-3.1 Non- Verbal Communication 


Figure 78-3.2 sensitivitytocultural and social differences 


= 


Figure 79-3.3. Sensitivity to cultural and social differences American vs. 
French gusts service provision appearing in front of customers’ right or 
left, which one is appropriate for whom. During service provision, never 
recommend and attempt to serve liqueur and any alcoholic beverage for 
Arabian culture. 


| Food and Beverage Service 


Meeting 
Guest 
Expectations 


Grill Room Service Gueridon Service Lounge Service 


American Service 


- In American service. food is 


dished up on plates in the 
kitchen 


* Only one waitperson serves 
the meal. Food is served 

from the left of the guest. 
beverages are served from 
the right, and soiled dishes ...« 
are cleared from the ri 


French Service Table Setting 


water or wine glass 


dinner knife 
Soup spoon 


Figure 2-2 Serviceware in French service includes a butter plote, butter spreader, 
hors d’oeuvre plate, napkin, dinner fork, dinner knife, soup spoon, dessert fork 
and spoon, and water or wine glass. 


dessert spoon and fork 


-}) 


hors d'oeuvre plate 


butter spreader 


dinner fork 


Food and Beverage Service Method 


American Service 


- American service is ae , 
less formal then . = 
French. Russian. or le 2 ae 


English service. It is = 


the most prevalent 
style of service in Pe 
restaurants in the 


United States 


Food and Beverage Service Method 


WATER GAOHLET 
RED WINE 


oe aa WHITE WINE 


= — 
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SOUP SPOON 
TEASPOON 


DINNER KNIFE 


SALAD FORK 
DINNER FORK 
DESSERT FORK 


SOUP BOWL 
SERVICE OR DINNER PLATE 


Figure 80-2. 1. Iced Lemon Tea 


Figure 81-2.2. garnishing food 


Figure 82-2. 3. Accompaniment 


Steps Service sequence picture Activates 


[Ask them if they have a reservation. 
(Check the reservation. 


1 Greet and seat 
the guests 


8 If no table has been booked, check if 
lone is available. 


Show the guest their table. 


Offer the guest a chair to encourage 
them to be seated. 


Unfold the 
napkins 


Some guests will open their own 
napkins as soon as they sit down. 


Stand at the right of the guest; pick 
up the napkin with your right hand. 


Shake the napkin from its fold into a 
triangle. 


Place the longest side of the triangle 
closest to the guest. 


Move anti-clockwise around the 
table opening the napkins, the host 
at last. 


Serve the butter 
and the bread 


Place the butter plate in the center 
of the table, with the right hand. 


Hold the bread basket on your left 
hand and serve from the guest left 
side. 


Hold the bread basket down over 
the edge of the side plate. 


Transfer the bread from the basket 
to the side plate using service fork 
and spoon. 


Move anti-clockwise around the 
table, the host at last. Offer bread 
throughout the meal 


Offer iced water 


Iced water is a valuable addition to 
the meal experience, and it is 
appreciated by the guest, although 
in some establishments it may not 
be the practice. 


The water glass is positioned to the 
right of the wine glass above the 
table knife. 


Water is poured from the guest 
right side, with your right hand. 


Move anti-clockwise around the 
table, the host at last. Offer water 
throughout the meal. 


Describe and 
recommend 
dishes 


Allow time for the guest to make 
their choice. 


When all the guests are seated, be 
alert to the signs that the guests are 
ready to order so they are not kept 
waiting. 


You must be able to describe dishes, 
how they are cooked, accurately, 
and attractively. 


You may also be asked to 
recommend dishes. To say 
“Everything is good” is not helpful. 


Take the F&B 
orders 


When you are sure the guests are 
ready to order, a) introduce yourself 
and b) ask what they would like to 
eat and drink. 


Start to take the order of the guest 
on the right of the host, and work 
anti-clockwise around the table, 
finishing with the host’s order. 


Take the order including the starter, 


the main course, the dessert, and 
beverages. 


Note any special requirements 


Repeat the order to the guests to 
make sure that the order is correct. 


Serve beverage 


Take the beverages at the bar. Be 
sure to know who drinks what. It is 
not professional to ask the guest. 


All glassware, whether clean or 
used, should be carried upright on a 
drink tray, held only by the base of 
the glass. Hold the tray with your 
left hand, and use your right hand 
to place the drink from the guest’s 
right side. 


Beverage Service sequence ( 


Throughout the meal, if the guest’s 
glass looks nearly empty, ask if 
he/she wants another drink. 


Serve the 
starter 


In modern plate service, plates are 
both placed and cleared from the 
guest’s right side, as this causes the 
least disturbance to the guest. 


In modern plate service, serve the 
guest immediately to the right of 
the host first, and then move anti- 
clockwise around the table, serving 
each guest in turn, and regard-less 
of sex. The host to be served at last. 


In some establishments, you may be 
required to serve ladies before 
gentlemen, or this may be required 
by the guests. 


Clear the starter 


Guest usually indicates that they 
have finished their course by placing 
the cutlery together on the plate. 


As they don’t always do this, you 
must be alert to other signs from 
the table that everyone has 
finished, and if necessary, you must 
ask guests whether they are 
finished or not. 


In modern plate service, it is usual 
to clear at once, when all guest have 
finished, from the right side of the 
guest, by using your right hand. 


10 


Serve the main 
course 


As for the starter, plates are both 
placed and cleared from the guest’s 
right side, as this causes the least 
disturbance to the guest. 


Serve the guest immediately to the 
right of the host first, and then 
move anti-clockwise around the 
table, serving each guest in turn, 
regard-less of sex. The host to be 
served at last. 


In some establishments, you may be 
required to serve ladies before 
gentlemen, or this may be required 
by the guests. 


11 


Clear the main 
course 


Guest usually indicates that they 
have finished their main course by 
placing the cutlery together on the 
plate. 


If necessary, you must ask guests 
whether they are finished or not. 


Clear at once; when all guest have 
finished, from the right side of the 
guest, by using your right hand. 


Brush the crumbs onto the a dinner 
plate using a folded service cloth 
held in your right hand and adjust 
the dessert 

cutlery. 


12 


Serve the 
dessert 


Plates are both placed and cleared 
from the guest’s right side, as this 
causes the least disturbance to the 
guest. 


Serve the guest immediately to the 
right of the host first, and then 
move anti-clockwise around the 
table, serving each guest in turn, 
regard-less of sex. The host to be 
served at last. 


In some establishments, you may be 
required to serve ladies before 
gentlemen, or this may be required 
by the guests. 


13 


[Take the coffee / 
tea order 


(The coffee / tea may be served with 
the dessert if requested by the guest, 
therefore, you may be asked the take 
the order before serving the dessert. 


Start to take the order of the guest 
on the right of the host, and work 
anti-clockwise around the table, 
finishing with the host’s order. 


Transfer the top copy to the bar, the 
third copy to the cashier, and the 
fourth copy for you. 


14 


Serve the coffee 
/ tea 


Place the accompanying items (milk, 
sugar) on the table. 


Serve the guest immediately to the 
right of the host first, and then 
move anti-clockwise around the 
table, serving each guest in turn, 
regard-less of sex. The host to be 
served at last. 


In some establishments, you may be 
required to serve ladies before 
gentlemen, or this may be required 


15 


Clearing and re- 
setting 


Remove dessert plates and coffee 
cups by hand. Glassware should be 
removed on a drinks tray. 


Only when all the guests have left 
the restaurant, remove the flowers 
ona tray and put them in the 
refrigerator. 


Then, remove the dirty napkins and 
tablecloths. 


Table 17-3.1. Food and beverage Service Sequence 


fig .four plate carrying technique 


Figure 83-3.1. Pouring technique 


Figure 84-4.1. Prevent food and other item contamination 


Clean dining area 


Figure 85-1° Step: First soiled plate cleared. 


Figure 88-4"" Step: Clearing joint and side plates in one journey. 


Stack and segregate chinaware’s together on the third 


Figure 89-1.1. Cleaning/crumb down 


STEP 1 STEP 2 

Note the hand grip. Place the table cloth over the end 
of the table while the soiled table 
cloth is still on the table. As you 
do this you should grip and retract 
the soiled table cloth. Table should 
never be visible. 


Figure 90 2. 91. table clothing 


STEP 3 

Pull the clean table cloth towards 
you releasing it as you go. Do not 
reverse the soiled table cloth. Pull 
the clean cloth into the correct 
position and release. You should now 
be holding the soiled cloth only and 
it should be clear of the table. 


> pl @ 1:29/3:54 


Figure 93- Wiping dining table 


fea Pl @ 013/618 


a 
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Figure 95-3.2 .Replenishing table appointments 


Wash and Iron Cloths Linen and 
Fabric 


1.4. Personal safety in laundry work 


The washer should be kept personal safety and it is responsibility to know and understand 
what items of PPE you should be using, where and how it is stored as well as how to care for 


it. 


PPE can include — but is not necessarily limited to - the following types of item: - 

e Gloves 
Gloves of various types for use in the Sorting 
room when handling soiled textiles or in the 
washroom and stores area when handling 


chemicals. 


different types of aprons may be used in the 
sorting room and washroom areas but, there to 
protect you and your clothing from splashes or 


contact with liquids. 


used in various areas where there is a risk of 


chemical splashes, dust and grit 


e Protective foot wear 


ranging from rubber Wellington boots (normally 
used in wet areas in the washroom) to metal capped 


shoes for washroomoperators 


e Uniforms 


which can be as simple as a 
tabard(short) or it can be a full 
uniform that can 

include shirts, jackets, trousers, boiler- 


q a bs * - 
big a 
suits. ' ra In some instances, the uniform may be 


‘color- coded’ to identify staff from different 


f working areas in the laundry, 
uty 
OE TTT 


Table 18 Personal safety needs when preparing for laundry works 


Figure 96sorted clothes 


“A 


Machine Wash, Normal 


Machine Wash, Cold 
\Y--7 Miachine Wash, Warm 
+ 


Table 19 How to care our cloth and its symbols 


a 


a 


BLEACH 


A 


Do Not Bleach 


Table 20 Bleaching and not bleaching 


EXTRACTING 


—— Do Not Wring 


Table 21 Extracting 


DRY CLEANING 


CO een ae 
Dry clean, Any 
Solwent 
Dry clean, Petroleum 
CF) Solvent Only 


———s Do Not Dry clean 


Table 22 Dray cleaning 


@ WASHING MACHINE 


is a machine designed to clean laundry, such as clothing, towels and sheets. The term is 


most applied to machines that use water as primary cleaning solution, a opposed to dry 


cleaning. 


>», VV : 
/ hs | = 


Fig 3.1. semi- automated washing machine _ Fig. 3.2. automatic washing machine 


@ DRYER or TUMBLE DRYER 

is used to remove the moisture from a load of 
clothing and other textiles, generally shortly after they are 
cleaned in a washing machine. Most dryer consist of 
rotating drum called a tumbler through which heated air 
is circulated to evaporate the moisture from the load. The 
tumbler is rotated relatively slowly in order to maintain 


space between the articles in the load. 


e hand wash 


= i 
— Figure 3.3Dryer or tumble dryer — a ‘ 


used for washing fabrics, linen, and clothes on 
hand 


@ SPOTTING TABLE 


for removal of spots/stains of garments used with spotting 


chemicals 


3.5 Figure spotting table 


@ HYDRO EXTRACTOR 


extracting moisture from linen. It removes excess 


water from the linen. 


3.6 Figurehydro extractor 


° LAUNDRY CART 


Ry 


used for delivery of Cloths 


3.7 Figurelaundry cart 


Table 23Types of laundry equipment 


no | Laundry agent and Type & Purpose Pictures 
supplies 
used in conjunction with water 

1 bar soap . ; 
for washing and cleaning. 

2 Liquidsoap liquid detergent can be used for 
cleaning clothes 

3 Powder soap Soap powder is a powder made 
from soap and other substances that 
you use for washing your clothes, 
especially in a machine. 

4 Fabric softener it uses to soften the fabrics and prevent 
static. It can also use to keep clothes 
smelling good while being store. 

5 Color removal may be used on certain white fabrics. 
These contain sodium hydrosulfite, a 
strong bleaching agent. 

6 Bleach are used in stain removal to render the 
staining material colorless and invisible, 
as well as to help actually remove it. 

7 Fabricstain remover the best stain remover for practically all 


types of textile “stains” is plain 


detergent and water. 


Table 24Laundry agent and supplies 


4.3. Types of Stain remover 


Fig 4.1. tannin stain remover 


=) i oe | 
=, _ 
PRO 
PROTEIN STAIN 
EMOVER 


+h 


Fig .4.2. protein stain remover 


Fig 4.3 oil stain remover 


Fig 4.4dye stain remover 


Fig 4.5 combination stain remover 


1.1. Parts of Laundry equipment 
e Parts of digital Washing machine 


DnIpping Gos 


Power Plug 

if the supply cord is damaged, 
it must be replaced by the 
manufacturer or its authorized 


Back of Washer 


Cold Water Inlet 


(11) 


(1) (2) (3) (4) 6) 6) (7) (8) (9) 
(1)Button: Power (4)Button: Wash (7)Button: Spin (10)Button: Favorite 
(2)Dial: Program (5)Child lock (8)Button: Temperature (11)Button: Delay Wash 


(3)Button: Start/Pause (6)Button: Rinse (9)Button: Option 


Fig 1.1 Parts of digital Washing machine 
Parts of semi-automatic Washing machine 


Control Panel 
Water Inlet 


Spin Cover 


Lint Filter. -FJ JT 

Wash Tub fi “7 
a} 
\4 | 

Pulsator \e “4 

5 i 
\ CaN 
Power Plug 
Base 
a : Drainage Hose 


The illustration above is for reference only. Specific illustration applies to actual models. 
« WATER INLET: For filling water 

«# WASH TIMER: For selecting washing duration. 

# SPIN TIMER: For selecting spinning duration. 


« WASH-DRAIN SELECTOR: Select “Normal” or “Heavy” for washing or rinsing. Select “DRAIN” for 
draining. 


Table 25Clothesline 


Table 26 waste disposal 


A DANGER 


Figure 98. Cleaning agent store 


|" PE Be be 


Fig 7.1 Replenishing supplies and agent 


Available at 


> amazon | 


)\ 
_ ( Vy _ — 


Figure 99 Replenishing supplies and agent 


Wash and iron cloths linen and fabric Module Title: 
washing and ironing cloths linen and 
Fabric 


1.2. Types of Fabrics with respective temperature 


Acetate 


cellulose- based synthetic fabrics lustrous, moderately absorbent, 
often in blend. Acetate is weak fibers and fabrics made of them have 
poor abrasion resistance. Acetate fabrics become significantly weaker 
when wet, which means that they must usually be dry- cleaned. 


When ironing acetate, use a low temperature setting and no steam. 
Turn the fabric inside out to prevent shine marks. 


Fig 1.1 Acetate 


Acrylic 


When ironing acrylic, turn the fabric inside out, set the temperature to a low setting and do not use 
any steam. Use a spray if necessary. Make sure to iron the fabric while it is completely dry, so it 
doesn’t stretch out of shape 


Fig 1.2Acrylic 


COTTON-is made into every known woven and knitted structure 
and every weight, from the flimsiest muslin to the heaviest 
canvass. 


Cotton is the true “miracle fiber”. It is the fiber of democracy: it 
cans anything it wants to be, ambitious or humble, and its 
qualities can be enjoyed by rich and poor alike 


Iron cotton while the fabric is still damp, or pre-moisten it with a 
spray bottle. Set the temperature to a high setting and use steam 
for stubborn wrinkles and creases. 


CARE: Cotton clothes, bed sheets, and table cloths can be 
laundered on the regular wash cycle, unless the care label 
indicates otherwise or less the article in question is delicate in 
some respect. 


Cotton-Blend 


Iron cotton-blends on low heat and use steam. Iron the garment 
inside out or place a press cloth, such as a clean cotton 
handkerchief or fabric scrap, between the iron and the fabric to 
prevent iron marks and shine. 


LINEN- one of the world’s oldest fabric, made from fibers from the 
stalks of the flax plant. Linens are fit for royal boudoirs and fragile, 
bandages, everyday sheets and other ordinary items. Flax is 
remarkably strong, durable, and functional fiber. 


Iron linen garments inside out or place a press cloth, such as a clean 
cotton handkerchief or fabric scrap, between the iron and the fabric 
to prevent shine. Always iron linen while the fabric is still damp, or 
pre-moisten it with a spray bottle. Use spray-on starch or fabric 
sizing for collars, cuffs or any other areas that you want to make 
crisp. 


NYLON- formerly a trade name, now generic term for strongest 
synthetic fiber. Pure nylon fabrics are durable but non-absorbent, 
which may make them uncomfortable, especially in warm weather 


When ironing nylon, use the lowest temperature setting on the iron and place a press cloth, such as 
a clean cotton handkerchief or fabric scrap, between the iron and the fabric. If necessary, convert to 
the “Steamer” function to gently remove wrinkles from nylon. 


POLYESTER-the most widely used synthetic fiber from petroleum 
products. Nearly as strong as nylon, it is a chameleon that can 
imitate silk, serve as pillow stuffing and blend with most other 
fiber. Polyester is the queen of fabric 


When ironing polyester, make sure the fabric is slightly damp, or 
pre-moisten it with a spray bottle. Set the temperature to low or 
medium heat. Start ironing at the top and work your way down 
the garment, pressing firmly on the creases and re-wetting them 
if necessary. 


SILK- a natural fiber discovered in China 5,000 years ago, 
obtained by on winding cocoons of the silkworm larvae. Silk 
strong but have no delicate appearance and generally have a 
sheer. 


Iron silk while the fabric is still damp, or pre-moisten it with a 
spray bottle. Turn the garment inside out before ironing, and 
set the temperature to the lowest heat setting. Place a press 
cloth, such as a clean cotton handkerchief or fabric scrap, 
between the iron and the fabric to prevent shine. 


VISCOSE RAYON- rayon is expensive, soft, and comfortable 
& dyes well. Viscose rayon fabric may stretch when it gets 
wet and shrink as it dries, and may even stretch and shrink 
with changes in atmospheric humidity; thus, it is usually a 
poor choose for draperies. 


Iron viscose while the fabric is still damp, or pre-moisten it 
. with a spray bottle. Set the temperature to the lowest 
setting and use a dry iron unless otherwise noted on the tag. 


Place a press cloth, such as a clean cotton handkerchief or fabric scrap, between the iron and the 
fabric to prevent shine. 


B viscose rayon 


WOOL- fiber from fleece of domesticated sheep. Wool 
fabrics are warmest of all-natural fiber and resilient. 


Iron wool and wool-blends on low heat and use steam 
(ironing wool while it is dry can damage the fabric). Turn 
the garment inside out to prevent iron marks and shine. 


Table 27Proper ways of sorting washed items 


Ironing equipment’s 


e Flat work ironer 


for ironing flat sheet, linen pillow case and other flat 
linen 


‘ for pressing delicate fabrics like wool, silk, etc. 


e =lroning board 


\ : = used for pressing garments 


s 
+ 7 


a“ \> 


e@ Steam iron 


used for ironing /pressing garments to remove wrinkle after washing. 


Table 28 Check ironing equipment’s for cleanliness & visible damage 


IRON 


am 


lron, Low (cool) 
(110C, 230F) only. 


lron, Medium (warm) 
(150C, 300F). 


ah Iron, High (hot) 
(200, 290F). 


Do Not Steam 


Do Not Iron 


Table 29 Set temperature according to type of fabric 


3.2 Set temperature 


Iron Setting Temperatures in Celsius and Fahrenheit. If your iron uses a different 
scale or you want to know more exacting temperatures for ironing different types 


of fabric, follow these guidelines: 


e Linen: 230 °C (445 °F) 
e Triacetate: 200 °C (390 °F) 

¢ Cotton: 204 °C (400 °F) 

e Viscose/Rayon: 190 °C (375 °F) 
« Wool: 148 °C (300 °F) 


¢ Polyester: 148 °C (300 °F) 

e Silk: 148 °C (300 °F) 

« Acetate: 143 °C (290 °F) 

e Acrylic: 135 °C (275 °P) 

e Lycra/Spandex: 135 °C (275 °F) 
e Nylon: 135 °C (275 °F) 


4.1. IRONING 


There are certain items of clothing and linen that need to be ironed while others 
do not; you can wear a shirt or finely embroidered blouse that isn’t ironed, but 
you can live without linens or sheets being ironed-although that can be one of 
life little luxuries. 


4.1.1. steps to press shirt 


1. The collar part of shirt should be 
first 

. Yolk/ shoulder part 

cuff 

. Sleeve 

. The body of shirt 


AkRWN 


1. Iron the collar 


2. Iron the shoulder 


3. 


Iron the cuff 


4. Iron the sleeves 


5. Iron the body 


5.1.2. Steps to press trousers 
1. Start on pocket and lining part of 


trousers/slacks 
2. Press waistband part 
3. Press top all around area 


4. Finally press legs & creases together. 


1. Iron the pocket linings first 


2. iron the waist band 


3. Start the legs by grouping together the four seams and flattening the legs 
so the folds at the front and rear represent where you want the creases to 


go. 


4. effectively finishes the trousers. Put them over a hanger 


4.2. Basic ironing 
techniques 
Even if you have to do only very small areas of the garment at a time make sure 
it's flat before you start. 


For example, this area here is crinkled when doing a collar so DON'T GO 
OVER IT or you'll set a crease that will be more difficult to remove. 


If you don't make sure that the general area is flat before you start ironing any 
backward or sideways movement will run over an area that isn't flat and cause a 
crease. Creases put in by the iron are far harder to remove than normal creases. 


1. Use Both Hands 


The wrinkles in the 
edge of this shirt 
disappear when the top 
is pulled while 
pressing the iron down 
on the bottom. Ironing 
under this sort of 
tension will give the 
best results and can 
only be done using two 
hands. 


2. Move the Iron in Straight Lines 


The iron is a shape 
similar to that of a ship 
for a reason. As it goes 
forward, it pushes 
fabric aside and 
smoothest its way 
forward. If you then 
move straight back you 
will be going over a 
part that is already flat 
and make it flatter. 


3. Move Your Body 

The aim in good ironing is to move the iron 
forward in the direction of its nose. You can see 
what happens in the left-hand picture when you 


try to do this without moving your body. The 


arm and body are totally twisted and it's very 
difficult to iron. Moving to the end of the board (illustrated right) makes it 


easier to maneuver and better results will follow 


4.3. Items needed for ironing 
e fron 
e Water container 
e spray bottle 
e iron cleaner 
e iron net/protector 
e ironing board 


4.4. Body part of steam iron 
A. Spray Nozzle 


B. Water Filling 
Hole 


C. Steam Regulator 


D. Burst Steam 
Button 


E. Spray Button 

F. Thermostat Dial 

G. Water Reservoir 
H---Power Indicator Light 
I---Soleplate 


Fig. 4.7. parts of iron 
Type of Fabric and Thermostat Dial Form: 


Caution: Paxal Please note that oxi on the label means that this article may not 
ironed. 


Pack and store ironed items 


1.1. Quality check ironed item 
e Before delivering to be checked quality and finish 
e Check the garment for missing buttons, stains, zipper, replacement 
e Check trouser seams and any tears 
e Pressing finish 
e Right way of Folding 
e Right way of Hanging 
e washing and dry-cleaning Quality 
e Whiteness of garments 


e Brightness of color 

e Free from wrinkle and crease 

e Special instruction from 
employer 

e Check unnecessary shine of 


cloths 


.1 Folding Fig. 1.2. Hanging 


shirt and the depth of your storage space.) Flip folded shirt over and store. 


Fig 2.4. trouser(pant) hang Fig 2.5. shirt 


2.5. Fold Non cloth item 


Non cloth items that uses for different purpose such as bed room, dining room, 
bathroom 


Fig. 2.5. folded bedsheet 


Fig. 2.6 folded bath towels 


2.2. Packing 
e Flat packing and rolling clothes are equally effective to that end. The best 
way _ to pack your clothes would be a combination of both. 
e Flat pack bulkier items, like pants, and roll smaller or more delicate 


pieces of clothing, like a dress or shirt. 


Fig 2.7. packing 


2.3. Storage of linen 


v Linen must be kept free from dust 

Y All fresh linen should be stored under cover 

Y The linen stock should be rotated in order on FIFO basis 

Y Heavier lien should be placed on lower shelves 

vY Smaller articles such as face towel and serviette are placed in bundles of 
10 

Y Table linens and bed linens should be arranged by size, types and neatly 
stacked on the shelves 


1.1. Steps to fold ironed shirt 
Step-1. Lay the shirt flat, making sure it’s buttoned up 
Step-2. Fold the sleeves to the middle of the back 
Step-3. Fold the sides to the middle 
Step-4. Fold in half lengthwise 


1.2.Steps to hang ironed trouser 


2. Fold one leg through 
1. Grab a pant leg in each the hanger, letting the 3. With your other hand, 4. Straighten the pants 
hand by the hem. Be sure bottom hem hang about fold the other pant leg out, making sure the 
to maintain the crease. one inch above the crotch. | over the first and through | creases line up. Your pants 
Straddle the hanger with Pinch the fold together | the hanger in the opposite | won't fall off the hanger 
the pant legs. with one hand. direction. anymore. 


1.3. Steps to fold bed sheet 
Step 1. Drape the Fitted Sheet Over Your Hands 
Step 2. Fold the Fitted Sheet in Half and Tuck in the Corners 
Step 3. Fold the Fitted Sheet in Half Again 
Step 4. Lay the Folded Sheet on the Bed 


1.4. Steps to fold bathroom towels 


Step 1 — 


Step 2 


Step 3 


step 4 
1.5 step to pack cloths 
Step 1.Gather all the garments you anticipate needing. 
Step 2. Choose knits, wools, and cottons. 
Step 3. Roll softer garments and fold stiffer ones 
Step 4. Arrange rolled items in the bottom of the bag. 
Step 5. Place folded garments next 
Step 6. Cover the pile with a dry-cleaning bag 
Step 7. Top the pile with the clothes you will need first 
Step 8. Snake belts around the perimeter of the bag 


Domestic help for short term training 


PAST AYAT 


9. ParPEE UE DAP ALT? PALE AGATE AOS 

10.PP?ING GMT aArIIA PUIC WA PIN UIT 

11.00ALFP PANA ATA Ath dh 

12.A vIGTS AALT S289 ANH waAMt 

13.PRb ATA ATANHN (pate, toy and other appropriate display) 


IAAL ALIPE PAN DAMTS PAA ParFa0CP 228 ACARD EES 
ANANAG Fab VAIS aha 


15.09 aman 


16.296. AD AL VTE (co 1-b) 
17.PRVTTE (AACET) NL AMP dy? 


18. AT 5 WPT 


CLE ATE FEC AL ALLL EO ANE LL WIVES: 
LAA:: ALPLP ANG ALLCA ANCA AAS tr PL one ad 
Nardt ATANT NNN PrIAMT NPAA AL PYRO OF 
NINZATL SCHR ATT 2 NOV 140 Ob PUCT 
ATPMAA 16.195 SAP) ALPE OC OrMAR:: 


1. 264% a0A46 PF /Cleaning Tools/ 

AMV PACLP TP POLPIAINT ABV AUT DINVP OOP 

<a /Brush/ 

© 11 VAT POR ACL AW ACK AACA BAC LPT 
ATOSASAT:: 


PRP OFEZ1 /Broom/ 


e 2U add? Ah ATR 140 ACK? ATNALY eA ADAN, 
PPTOAAT GAL Va-:: 


47-72 /Sponge/ 
© BU ACE P°PLLPIATADM: BIAILE ALPE AVG OLY 
APTN BMP VA:: 


17°72 bet /Sponge Float/ 

© ATE KA IMA PALE POR LAwo AVF TIC 77 nage 
wet PAM: TIC 77 NOC AZTE PAw: ANA: AAL LU Aer: 
PUTT OULU POLTEA AZTE LAAA:: ALLPRIT PACH) 
AS ATONE OLF7 ATM LOPTVA:: 


PNP tT AUS - 6 


LLPEUANALTTADPALT IATL FIAT IO? 


What does it mean identifying the type Solid Waste in our environment? 


ACER O27 NaeGée ADD 291.018 PAVE TET 

APTPE Noone AMOILT ALD ame": WILT: 
PAVACT TINE 21. OND: 7 OCD TTNE A GLE PAL PPA MET 0P 1AAUIC 
APT ELEAUILI AAD LIANE PIAL LIL-A-O-7PA4  /recycling waste 
matters/ 
NDALPTNP PAO LIP TOAIAM- PNT LIA PMNPPLETAENCHNP COL TEA 
TVPCNLCAA 

P£44 AO21& HS. 7F/ Waste disposal methods 


PAT ONC AT APC OAT bNAw: AoA CAA: ATU PBAA 
507% NAIK PPTAMOI QV Nha: NATAATS OA POCO TAT 
NMAATS 4 oP BFAA:: 


P-> hh, 


a 
Vea he ue a 


AFD AAPPHPAPPPANY Gopavs, Pavh.G 777 | 
recycling used car rubber part in to comfortable seat/ 


Sofa (tyre/tire)/ 
LLPPARMLEDATATL Ta LNAANT?/ 


How to get dry waste in the home dispose? 

LLP RANT NF ALU) 6A PrMOPPIO? Of 17NT 
ATLIT DAANT GoMPP ATTANT APA 1bIIC °3-Lo- 
AMaeGPe wAN Pang APOE O17 ATLIG GMPP WFAT 


7@- (water recycling technology from car washing used water 

in to pure water) 
Arad? ANNA PAY PAA Ad Acad PA PLL OP? 
UT ATLELTY NATED AL APTA PA AEP TE 0PVLPLI0M 
AU 7: PAMCHO PATA TENA PMNet ATR AD-CTUP LT 
Haw} APNMC 12007 2.7 ChAT PAA PRA TAT AC 
AU AANA PAP FEES POPC AL@-A 107 EP 
PMANTTO? PLLPADANIGEO-S AANA PALS Ad Tat 
ATLLETY Pat DLC WEP AIG PTO: Tor: P7L0-OP 
PRL ANAVEO: CREAT O') ATLELNTAO £PCIA: 


Despite’ the grueling pace, Gore is pumped on this warm October afternoon. I 
am there to talk about his latest literary project, and he's ready, launching into a 


house tour that revolves around his new book, Our Choice: A Plan to Solve the Climate 


Crisis(printed on 100 percent recycled paper for a savings of 1,513 trees and 
126,000 pounds of carbon dioxide; all associated CO2 emissions offset through 
the Carbon Neutral Co.; all profits to the Alliance for Climate Protection, which 
he founded in 2006 and to which he donated his 2007 Nobel Peace Prize 
money). Here in the dining room, he says with a wave, he papered the walls 
with giant 20- by 23-inch Post-its, covered with his notes. "Stacked on the floor 
all around the walls were these thick notebooks from the solutions summits," he 
says with a chuckle. The pool table was conscripted to hold material for more 
chapters. There was method in the chaos, but just barely. Most books take 12 
months to produce from the time the author delivers the manuscript to the 
publisher; Gore, with two research assistants, was still writing in August, 
imperiling the Nov. 3 release date. 

1 Sharon Begley (2000) Environment the evolution of an Eco-prophet Al Gore's Climate-Change are advanvcing 


as rapidly as the phnomenonitelf.Evolution By Newsweek Staff U.S.A 395 Hudson street, New York, NY 
10014.3669Novembe9, 2009 vol. CLIV,NO.19 pp 48-49 


Figure 100 Old (traditional) way of cooking and baking 
Injera. 
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Figure 101 Old (traditional) way of cooking and baking 
Injera. 


Figure 102 Modem way of cooking, baking Injera by 
solar. 
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Waste hierarchy 

The waste hierarchy refers to the "3 Rs" reduce, reuse and recycle, which 
classifies waste management strategies according to their desirability in 
terms of waste minimization. The waste hierarchy is the cornerstone of 


most waste minimization strategies 


(How do we keep the house dry disposal?) 
AOAT POLLNEAT DICE PT 


Figure Communal waste containers: (a) Metal bin with 1 m’ capacity; (b) 


Waste skip — these can range from 3 to 15 m°. (Cowing et al., 2014) 

PIAL LAL TOVUNEPOL LE PTQWUICOAPAS LLL PT NAMCOWs 
ATM7N6-2V TAAVT OO: 

MNO FLT ANCHEPL FICNTANP OO-TAPTANCHCVZ.c0WF 
(NEP PADAEALTIAO): ATEIL PAP TNAAAD- AP 2179 As... 
Figure Household waste storage containers: (a) old ten-litre food container; 


(b) 60-litre metal bin; (c) 240-litre wheeled bin. (Cowing et al., 2014) 


POAAPLTEOAPET A VMNE-POLLAL PE (V) PHEPVNAL ave, (A) 
60 ATCENAT PhAY Ym-6r: (ch) 240 ATCC PfAA 
“1@-6), (Cowing et al., 2014) 


Enclosed light truck 


PAM PAA CORTE 1G 


ATFAG@L@- PaLG GACE OhIMG PAT WMEPELE VET: 
PIST AL PATTI AT PIG GMPELE PAV MNP L 
PEI AVR OP For: ANP OFAA G72 14 PF: 
NeZANAMn FANCHCL TE ANAM UBD CMIAIA CAA 716774 
Oc 14 CAR ANCHE TE AL Pe COTE TET 


ltoa 

ul for emptying 
idential waste 

an most motorised 
- roads than truck- 


LEAING: 


Hata AIT OF PIG gANANLLE AD Aga-Ak 
AF FAV WoO: MV WAT 121 VF IPS 
Pre PIAT Ghat PALAIA:: 

Only suitable for taking waste from households to a communal 
collection point. Good for narrow streets, but needs a well- 


maintained street surface. 


Health and environmental impacts of transfer stations 


ANF oOANAN NW PaO VL OAT Phyter 
AN70S: P°10-A DG PAVFO7 10°7V7FO: MAA AL 
ATIVE PAGO OF GBUAALP TE (HOA ) APMHIIC 
LIATAA:: LV TAP TAAP WELLE, Aoomey 
LOTAA? AAU PLU ALTE AL PNAM &Q0, ACs 
BAD IWMNE-POLE Oo ChE PNAM LUTA:: 

In more complex transfer stations, the collection carts tip their 
waste onto a concrete floor and a mechanical loading shovel is 
used to transfer the waste to the skips (Figure). This allows the use 
of larger containers, so this type of station is more economical 


where distances to the waste disposal site are greater. 
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Apply 3S 


Contents 
1. Kaizen Basics 
1.1 Definition of kaizen 
1.2 The Origin of Kaizen 
2. 5S Basics 
2.1 Sort 
2.2 Set in order 
2.3 Shine 
3. Junior Kaizen Promotion Team (KPT) 
1. Kaizen Basics 


1.1 Definition of Kaizen 


C 
== 


i 


The first Japans term (Kai): Change, alter (zen): better, right 


KAIZEN means “Change for better.” 


KAIZEN is a Japanese business philosophy that assumes our way of life — be it our working 
life, our social life, or our home life — should focus on continual improvement efforts. 


(Masaaki Imai, 1997; “GEMBA KAIZEN”) 


Kaizen = Continuous improvement 


* KAIZEN is “a Japanese business philosophy of continuous improvement of working 
practices, personal efficiency, etc.” 
(Oxford Dictionary) 
The Ethiopia KAIZEN Institute developed its own working definition as follows: 
"KAIZEN is a philosophy of continual, participatory and self-disciplined innovation 
management having its own integrated systems and problem solving tools, implemented with 


the highest level of commitments at all levels of owners, leaders and employees through 


enhancing their absorptive capability step by step aiming at creating new and advanced 


corporate culture to catch-up and attain world class competitiveness". 


3S standards 
e 3Elements of Demand 


The three drivers of customer satisfaction are: 


Quality 


Cost 


Delivery 


e 3‘@ Principles 
Gemba - shop floor 


Gembutsu - the actual product 


Genjitsu - the facts 


The key to successful kaizen is to go to the shop floor, work with the actual product 


and get the facts (reality) 


e 3Ms 
Muda - waste, Mura - irregular actions, and Muri - strain make up the 3 M's. Existing 
perception of factory work is that it is dangerous, dirty and stressful, full of waste and 


unpredictable events 


e 3 Principles of Lean 
Takt time 


One piece flow production 


Downstream pull system (from the customer) 


e 5Cs 


American equivalent of 5S — see below 


e 5M of Production 
Man 


Machine 
Material 
Method 

Measure 


The understanding of these factors and the establishment of standards are key steps in 


strengthening the production processes 


e 58 
5S is the principle of waste elimination through workplace organization. It is derived 


from the Japanese starting the words in “S”: 
Seiri - sort 
Seiton - straighten 
Seiso - sweep 
Seiketsu - standardise 
Shitsuke - sustain 


The 3S standards applied in Occupational Standard for Domestic Works Level Il the course 
Unit Title Standardized and sustained the work environment. 3S Unit Code currently 

seated by curriculum designers LSA DWR2 20 0419 Unit Descriptor. This unit covers 
the knowledge, skills and attitudes required by worker to standardize and sustain 3S to his/her 


workplace. It covers responsibility for the day- to-day operations of the workplace and 


ensuring that continuous improvements of Kaizen elements are initiated and institutionalized. 
For trainees help as Elements applied Performance Criteria first prepare for work instructions 
are used to determine job requirements, including method, material and equipment. Job 
specifications are read and interpreted following working manual. Occupational health and 
safety (OHS) requirements, including dust and fume collection, breathing apparatus and eye 
and ear personal protection needs are observed throughout the work. Safety equipment and 
tools are identified and checked for safe and effective operation. Tools and equipment are 
prepared and used to implement 3S. Standardize 3S. Such as plan is prepared and used to 
standardize 3S activities. Tools and techniques to standardize 3S are prepared and 
implemented based on relevant procedures. Checklists are followed for standardize activities 
and reported to relevant personnel. The workplace is kept to the specified standard. Problems 


are avoided by standardizing activities. 


Sustain 3S. Plan is prepared and followed to standardize 3S activities. Tools and 
techniques to sustain 3S are discussed, prepared and implemented based on relevant 
procedures. Workplace is inspected regularly for compliance to specified standard and 
sustainability of 3S techniques. Workplace is cleaned up after completion of job and before 
commencing next job or end of shift. Situations are identified where compliance to standards 
is unlikely and actions specified in procedures are taken. Improvements are recommended to 
lift the level of compliance in the workplace.Checklists are followed to sustain activities and 


report to relevant personnel. Problems are avoided by sustaining activities. 
A CULTURE OF CONTINUOUS IMPROVEMENT - ‘5S’ 


The Toyota Production System goes beyond principles that are purely related to production 
processes. It also extends to the whole organization — sales and marketing, administration, 


product development and management. 


Every employee, regardless of position, receives the same treatment. Toyota takes care to 


nurture a sense of pride and efficiency in the workplace. This is supported by ‘5S’: 
e  SEIRI - Sifting 

° SEITON - Sorting 

° SEISO — Sweeping and cleaning 


e SEIKETSU - Spic-and-span 


° SHITSUKE -— Sustain 


2.1.1 6S (5S + Safety) 


6S is modeled after the 5S system designed to reduce waste and optimize productivity 


through maintaining a clean, orderly workplace and using visual cues to achieve more 


consistent operational results. 6S uses the 5S pillars with an additional pillar for safety. The 


six pillars of 6S are according to IKI (2014): 


e Sort (Get rid of it); 
e Set in order (Organize); 


e Shine (Clean and solve); 


e Safety (Respect workplace and employee); 


e Standardize (Make consistent); and 


e Sustain (Keep it up). 


Table 30Summery of equipment for short-term training 


ANNEX: I RESOURCE REQUIREMENT for short-term training 


Tools and Equipment’s 


Vacuum cleaner 1500W, Air flow: 53L/s, Function: 1:13 
wet/dry 

Baskets for garbage (with different | Suitable for household, 1:8 

color) 

Container(pail) Medium size 1:5 

Trolley containing trash bin, mop bucket or 1:13 


upright vacuum cleaner, Three 
organizing shelves 


5 Mop wringer Capacity: 34L, Colors: blue, red, 1:13 
yellow 

6 Caddy Standard 1:13 

7 Caution signage Size: Up width: 21cm 1:13 
Down width: 30cm 
Height: 61cmPrinting: any words or 
picture can be printed 

8 Ladder ergonomic design, Smooth and 1:13 
comfortable height adjustment 

9 LCD projector SD cards, HDMI, VGA and AV 1:25 
compatibility 

10 | White board Standard 1:25 
Ram 2, hard disk 500 GB 

11 | Laptop 1:25 
360° rotation covering and 

ven laen protecting, waterproof,32GB 

13 | CD CD-R, CD-RW 1:5 


ANNEX IT RESOURCE REQUIREMENT 


LSA DWR2 M05 0419 


Cleaning and maintain house in domestic setting 


al Category/Item Description/ Specifications | Quantity ee eee te 
A. | Learning Materials 
1. | TTLM Prepared by trainer 25 1:1 
2. | Textbooks 
3. | Reference Books 
Hotel Housekeeping operation G. Raghubalan, 
3.1 smirit (January 1, 2016)3 3 1:9 
and management edition 
B.H | Learning Facilities & Infrastructure 
1. | Lecture Room 6mx9m 1 1:25 
2. | Library 1 1:30 
C. | Consumable Materials 
1. | Paper A4 1:5 
2. | Pen plastic ball pen, refill 25 1:1 
3 | Whiteboard Marker Tetnpotaly Pieter eh: 1 1:25 
Blue, red, black 
general cleaner, 
4 | Detergents and spray Capacity:250ML/500ML/100 5 1:5 
OML 
5 | Gloves Plastic 30pairs 1:1 
6 | Rags with different color see io aaie eae 15 1:2 
7 | Mop and wiper(“veliday”) Stainless Steel 12 1:2 
8 | Dust pan with brush Different colors, size 6 1:5 
9 | Cobweb remover With long extension 3 1:8 
10 | Brushes For different purpose 10 1:3 


11. | Brooms plastic, stainless steel 10 1:3 
12 | Hard brushes Standard 5 1:5 
D. | Tools and Equipment’s 
1500W, Air flow: 53L/s, 
1 | Vacuum cleaner ; ees 2 1:13 
Function: wet/dry 
p Baskets for garbage (with different Suitable for household, 3 1-8 
color) ; 
3 | Container(pail) Plastic, Usage: Water, paint 6 1:5 
containing trash bin, mop 
bucket or upright vacuum 
4 | Trolley z Naan anAa 2 1:13 
cleaner, Three organizing 
shelves 
5 Caddy Standard 1:13 
6 Mop wringer Standard 1:13 
7 Caution signage Size: Up width: 21cm 1:13 
Down width: 30cm 
Height: 61cmPrinting: any words or 
picture can be printed 
8 Ladder ergonomic design, Smooth and 1:13 
comfortable height adjustment 
9 LCD projector SD cards, HDMI, VGA and AV 1:25 
compatibility 
10 | White board Standard 1:25 
Ram 2, hard disk 500 GB,14 inch 
11 | Laptop 
1:25 
360° rotation covering and protecting, 
Ae: SeIgen waterproof,32GB 
13 | CD CD-R, CD-RW 1:5 
14 | Arabic majlis living room sofa, 2 -seater single arm 


size: 170 cm x 93 cm x 92 cm 


2-seater two arm size: 170 cm x 93 cm 
x 92cm 


15 


Tv 


Outdoor waterproof level IP65 sunlight 
readable,55-inch, compatible flash, VGA 
cable, flat screen 


16 


Dining table 


solid wood, very durable and stable 
When match a fabric-wooden dining 
chair 


ANNEX: ITT RESOURCE REQUIREMENT 


Washing machine 


Heating: electric, 5 
steam, gas, LPG, 
Voltage: 110, 220, 
230, 380, 400, 415V 
Capacity: 15kg, 20kg, 
automatic, Manual 


1:5 


Dryer machine 


Cubic Foot Capacity, 3 
Stainless Steel Inner 
Drum, Adjustable 
Timer Control, PTC 
Heating Element 


1:8 


Steam Iron 


Rated Power: 1700w 12 


Water Tank: 300ml 


Power Cord: 8ft 


1:2 


Iron board 


Board 12 
Dimension:48x15 
inch, 

Adjustable Height: 
31-35.5 inch, cover 
100% cotton 
Height is 
adjustable, 


1:2 


Oo 


Cloth Hanger 


Plastic ,Coat, pants, 25 
different clothes 
hanger 


1:1 


10 | Basket Plastic, Size: 28 x 6 1:5 
40 x 52cm, Weight: 
550g (30g) 
Capacity: 45L 


11 | Folding table Assembled 3 1:8 
size:56*34*23.5(cm) 
Folded, 
size:56*34*3.5(cm) 


ANNEX: IV RESOURCE REQUIREMENT 


4 | Micro wave 220~240V~ 50Hz, 2000W, 45 2 1:12 
liters, 4 stages switch heating 
selection: Off/Upper 
heating/Lower heating/Upper & 
Lower heating 


First aid guidance: 1-piece 
PE tape: 1-piece 


Conforming bandages: 2 
pieces 


Latex examination gloves: 1 
pair 

First aid dressing: 2 pieces 
5 | First aid kit 1 1:25 
Scissor: 1-piece 

Triangular bandage: 1-piece 


Safety pins 


Emergency blanket: 
golden/silver, Alcohol pads 


lodine pads, Box size: 29 x 18 
x 12cm 


6 | Food shelf /store/ Standard 1 1:25 


ANNEX: V RESOURCE REQUIREMENT 


5 First aid kit First aid guidance: 1-piece 

PE tape: 1-piece 

Conforming bandages: 2 pieces 

Latex examination gloves: 1 pair 

First aid dressing: 2 pieces 

Scissor: 1-piece 1 1:25 

Triangular bandage: 1-piece 

Safety pins 

Emergency blanket: golden/silver, 

Alcohol pads 

lodine pads, Box size: 29 x 18 x 

12cm 
6 Food shelf /store/ Standard 1 1:25 
7 Boiler Standard 1 1:25 
8 Mixer /grinder Standard 1 1:25 
9 Kitchen utensils Standard 1 1:25 
10 Frying equipment/tifalee/ Standard 1 1:25 
12 Chopping board easy hanging and handling, size: 5 15 

20x28x2cm 
13 Blender /food processer/ Standard 3 1:9 
14 Measuring cup Materials: plastic, silicone, Capacity: set 1:5 

200m1/400m1I/900mI 
15 | Bowels Standard 6 1:5 
16 | Colander Standard 3 1:9 
17. ‘| Grater Standard 2 1:13 
18 | Fraying pans Handle: SS hollow long handle 5 1:5 
19 Meat slicers Standard 1 1:25 


20 | Whisks Standard 5 15 
LSA DWR2 09 0419 
Serving food and beverage 
20 Kitchen tongs Standard 5 1:5 
21 | Hand mixer Standard 3 1:9 
22 | Cookies cutter Standard 1 set 1:5 
23 | Potato ricer Standard 2 1:13 
24 ‘| Zester Standard 1 1:25 
25 Pastry bag Standard 3 1:8 
26 Can opener Standard 3 1:8 
27 Mixing bowls Standard 5 1:5 
28 | Grill Standard 3 1:8 
29 ‘| Toaster standard 1 1:25 
30 Coffee making standard 1 1:25 
31 Measuring scales (digital) standard 2 1:13 
32 Measuring spoon standard 1set 1:5 


ANNEX: RESOURCE REQUIREMENT 


Item 


Recommended Ratio 


No. Category/Item Description/ Specifications Quantity (Item: Learner) 
A. | Learning Materials 
1. | TTLM Prepared by trainer 25 1:1 
2. | Textbooks 
3. | Reference Books 
3.1 | Food and beverage service eh ear arr 3 1:8 
3.1 | Food and beverage laws Dr.jag Mohan 3 1:8 
red Lawson 
3.2 | Restaurants, Clubs &bars 5 1:5 
2nd edition 
3.4 | Food &beverage management FredLawsonsrd edition 5 1:5 
B. Learning Facilities & 
Infrastructure 
1. | Lecture Room 6mx9m 1 1:25 
2. | Library 1:30 
C. | Consumable Materials 
4| Paper A4 15 
9| pen plastic ball pen, refill 25 1:1 
3| Log book/thermo chart/ Standard 1 1:25 
4| Hair cap/heat resistance glove Standard 30 1:1 
5| apron/gown/sponge Standard 3 
g| Hand towel Standard 5 1:5 
7| Plastic and aluminum follies Standard 30 15 
g| Towel and wrapping film plastic Standard 3 1:8 
9| Hand Soap(liquid) Standard 2 1:12 
D. | Tools and Equipment’s 
1'| Laptop Ram 2, hard disk 500 GB,14 , 4:25 


inch, cori-7 


LCD projector 


SD cards, HDMI, VGA and AV 
compatibility 


1:25 


refrigerator 


Auto-Defrost 
, Thermoelectric, No noise 
Plastic, Electricity,300L 


First aid kit 


First aid guidance: 1-piece 

PE tape: 1-piece 

Conforming bandages: 2 pieces 
Latex examination gloves: 1 pair 
First aid dressing: 2 pieces 
Scissor: 1-piece 

Triangular bandage: 1-piece 
Safety pins 


Emergency blanket: 
golden/silver, Alcohol pads 


lodine pads, Box size: 29 x 18 x 
12cm 


1:25 


Micro wave 


220~240V~ 50Hz, 2000W, 45 
liters, 4 stages switch heating 
selection: Off/Upper 
heating/Lower heating/Upper & 
Lower heating 


Food shelf /store/ 


Standard 


Boiling water 


Standard 


Mixer /blender 


Standard 


Kitchen equipment 


Standard 


i” 


Deep Frying equipment/"tifalee/ 


Standard 


11 


Grill 


Standard 


12 


Table cloth 


Standard 


13 | Napkin Standard 10 1:3 
14 | Nephron Standard 5 1:5 
15 | Condiment /crust Standard 5 1:5 
16 | Service tray Standard 5 1:5 
17 | Cutlery Main dish knife, salad fork, 10 1:3 
dessert fork, spoon, knife. fish 
knife, fork, soup spoon 
18 | Glasses Water, white, red wine glass 10 1:3 
19 | Plate Different size 10 1:3 


Table 31 Domestic help For level I 


ANNEX: VI RESOURCE REQUIREMENT 


4 Trolley containing trash bin, mop bucket or 2 1:13 
upright vacuum cleaner, Three organizing 
shelves 

5 Hand Sweeper floor(manual) Plastic 5 1:5 

6 Magic cleaning mop flat plastic Standard 5 1:5 

7 Refrigerator Auto-Defrost 2 1:12 
, Thermoelectric, No noise 
Plastic, Electricity,300L 
Dimensions: 600 x 525 x 590mm 
With programmable digital timer 

8° | Louaiiatave Capacity: 60L, Power: 1985W 5 112 
6-cooking function, Multifunction with 
fan assisted, Advanced ventilation 
system, Easily clean enameled cooking 
chamber 
220~240V~ 50Hz, 2000W, 45 liters, 4 

, stages switch heating selection: ; 

x Mi Cvoaye Off/Upper heating/Lower heating/Upper é ale 
& Lower heating 

10 | Water boiler 2 1:12 

easy hanging and handling, size: ; 

11. | Chopping board with color code D0x28x2cm S 1:5 
plastic, stainless steel, Blade length: 

12 | Mixer blinder 2.5cm, Rated power: 300W, Heating 5 1:5 
power: 800W 

13 | Plates Sizes: 25x12cm set 1:6 
Knife: 170mm, 3.7g 
Fork: 155mm, 4.19 

14 | Cutleries set 1:6 
Tea spoon: 155mm, 3.4g 
Soup spoon: 142mm, 4.1g 

15 | Glass gobblers Water glass, red wine, white wine set 1:6 
Voltage: 12/24V DC, Power: 100/200W 

16 | Thermos 3 1:8 
Capacity: 450CC 

17 | Kitchen cabinet Standard Condition: new 1 1:25 


Door finish: PVC-Wrap 


Packing: assembly packing/KD packing 


all available 

Table material: N/A 
Style: U style 

Color: white 
Handle: M307/A214 


Water dispenser 


Sensors to avoid overheating 
Hot and cold tanks 


Eco-friendly technology 


First aid kit 


First aid guidance: 1-piece 

PE tape: 1-piece 

Conforming bandages: 2 pieces 
Latex examination gloves: 1 pair 
First aid dressing: 2 pieces 
Scissor: 1-piece 

Triangular bandage: 1-piece 
Safety pins 


Emergency blanket: golden/silver, 
Alcohol pads 


lodine pads, Box size: 29 x 18 x 
12cm 


1:25 


Food shelf /store/ 


Standard 


Boiler 


Standard 


8 Mixer /grinder Standard 1 1:25 
9 Kitchen utensils Standard 1 1:25 
10 Frying equipment/tifalee/ Standard 1 1:25 
12 Chopping board easy hanging and handling, size: 5 15 
20x28x2cm 
13 Blender /food processer/ Standard 3 1:9 
14 Measuring cup Materials: plastic, silicone, Capacity: 1 set 1:5 
200mI/400m1I/900m| 
15 | Bowels Standard 6 15 
16 | Colander Standard 3 1:9 
17 ‘| Grater Standard 2 1:13 
18 | Fraying pans Handle: SS hollow long handle 5 1:5 
19 | Meat slicers Standard 1 1:25 
20 | Whisks Standard 5 Wes) 
20 Kitchen tongs Standard 5 1:5 
21 ~+| Hand mixer Standard 3 1:9 
22 | Cookies cutter Standard 1 set 1:5 
23 | Potato ricer Standard 2 1:13 
24 | Zester Standard 1 1:25 
25 Pastry bag Standard 3 1:8 
26 Can opener Standard 3 1:8 
27 Mixing bowls Standard 5 1:5 
28 | Grill Standard 3 1:8 
29 ‘| Toaster Standard 1 1:25 
30 Coffee making Standard 1 1:25 
31 Measuring scales (digital) Standard 2 1:13 
32 Measuring spoon Standard 1set 1:5 


5 First aid kit First aid guidance: 1-piece 

PE tape: 1-piece 

Conforming bandages: 2 pieces 

Latex examination gloves: 1 pair 

First aid dressing: 2 pieces 

Scissor: 1-piece 1 1:25 

Triangular bandage: 1-piece 

Safety pins 

Emergency blanket: golden/silver, 

Alcohol pads 

lodine pads, Box size: 29 x 18 x 

12cm 
6 Food shelf /store/ Standard 1 1:25 
7 Boiler Standard 1 1:25 
8 Mixer /grinder Standard 1 1:25 
9 Kitchen utensils Standard 1 1:25 
10 Frying equipment/tifalee/ Standard 1 1:25 
12 Chopping board easy hanging and handling, size: 5 15 

20x28x2cm 
13 Blender /food processer/ Standard 3 1:9 
14 Measuring cup Materials: plastic, silicone, Capacity: set 1:5 

200mI/400m1I/900m! 
15 Bowels Standard 6 1:5 
16 | Colander Standard 3 1:9 
17‘ | Grater Standard 2 1:13 
18 Fraying pans Handle: SS hollow long handle 5 1:5 
19 Meat slicers Standard 1 1:25 


20 | Whisks Standard 5 1:5 
20 Kitchen tongs Standard 5 1:5 
21 | Hand mixer Standard 3 1:9 
22 | Cookies cutter Standard 1 set 1:5 
23 | Potato ricer Standard 2 1:13 
24 | Zester Standard 1 1:25 
25 Pastry bag Standard 3 1:8 
26 Can opener Standard 3 1:8 
27 Mixing bowls Standard 5 1:5 
28 | Grill Standard 3 1:8 
29 ‘| Toaster Standard 1 125 
30 Coffee making Standard 1 1:25 
31 Measuring scales (digital) Standard 2 1:13 
32 Measuring spoon Standard 1set 1:5 


Table 325ummary of Tools, Equipment and Materials for Domestic Help 


Item 
No. 


Category/Item 


Description/ Specifications 


Quantity 


Recommended Ratio 
(Item: Trainee) 


A. | Learning Materials 


1. | TTLM 


Household Services and 
Management 


2. | Textbooks 


e Mobilizing action for the Protection 
of Domestic Workers from Forced 
Labor and Trafficking in : The 
Ethiopian Component 

e Team Building 

e Textbooks on Home Management 


Item 


Recommended Ratio 


Category/Item Description/ Specifications uanti : 
No. ee P e g y (Item: Trainee) 
e Self Management 
e Handling Difficult Behavior 
e Food & Beverage Servicing 
e Home Management 
e Household Works 
e Petcare 
e Self Defense 
e First Aid 
e Petcare 
e Basic Home Management; Laundry 
and Ironing Procedures and 
techniques 
3. | Manual e English / language of country of 
destination; Communication Skills 
e Personal development - social 
aspect 
B. | Learning Facilities & Infrastructure 
1. | Lecture Room 7x10m 
2. | Library Standard size 
3. | Living room showcase Standard size 
4. | Dining room showcase Standard size 
5. | Kitchen showcase Standard size 
6. | Laundry room Standard size 
7. | Ironing room Standard size 
8. | Clothes Shelves / cabinets 
9. | Storage / stock room Standard size 
10. | Pet House Standard size 
C. | Consumable Materials 
1. | Water 
2. | Water hose 
3. | Brush 
4. | Scrubbing foam 
5. | Cleaning solutions 


Ae Category/Item Description/ Specifications | Quantity sta se i 
6. | Toilet bowl swabs 

7. | Toilet disinfectants 

8. | Lysol 

9. | Drop sheets / rubber mats 
10. | Sanitizing agents 

11. | Air freshener 

12. | Lint free cleaning cloths 
13. | Small towels 

14. | Solvents 

15. | Garbage bags 

16. | Scouring pads 

17. | Uniform 

18. | Cleaning clothes 

19. | Disinfectant 

20. | Bath 

soap/shampoo/conditioner 

21. | Rollon 

22. | Deodorizer 

23. | Toiletries 

24. | Tissue 

25. | Soap 

26. | Flower vase w/ flowers 

27. | Garbage/waste bin with liner 
28. | Creamer 

29. | Salt 


ne Category/Item Description/ Specifications | Quantity sta se He 
30. | Margarine 

31. | Gloves 

32. | Hair net 

33. | Apron 

34. | Dust mask 

35. | Bleaching agent 

36. Assorted clothes, linen and 

fabrics 

37. | Soiled/defective clothes 
38. | Fabric softener 

39. | Chlorine bleach 

40. | Acid cleaners 

41. | Alkali cleaners 

42. | Chlorine bleach 

43. | All-purpose detergent 
44. | Spices 

45 | Meat 

46. | Seafood 

47. | Poultry 

48. | Vegetables 

49. | Microwave Wrap 

50. | Cling Wrap 

51. | Seasonings 

52. | Bottle 

53. | Water 


Item 


Recommended Ratio 


No. Category/Item Description/ Specifications | Quantity (rane 
54. | Leavening agent 

55. | Wax paper 

56. | Pet grooming Kit 

57. | Pet paraphernalia 

58. | Plastic Wrap 

59. ) Aluminum Foil 

60. | Cooking oil 

61. | Uniform 

62. | Writing materials 

63. | CD 

64. | Cartolina Standard size, assorted colors 
65. | Marking pen Permanent; assorted colors 
66. Spine boards, poles and 

blankets 

67. | Bandages Triangular and elastic 
68. | Medicines 

D. | Tools and Equipment 

"| Vacuum cleaner 

7 Floor polisher 

3. | Shelves 

4 | Cabinets 

> | Tables 

© | Sofa 

: Dustpan 

8. 


Scrubbing broom 


Recommended Ratio 


No. Category/Item Description/ Specifications | Quantity (rane 
9. | Dish sponge 

10 | Floor mops 

11. | Squeegee 

12. | Spray bottles 

13. | Anti static dusters 

14. | Damp cloth 

15. | Cob webbers 

16. | Cleaning rugs 

17. | Gloves (rubber) 

18. | Apron 

19. | Drop sheets/rubber mats 
31. | Handy brush 

32. | Dust pan 

33. | Bed 

34. | Table 

35. | Chair 

36. | Mirror 

37. | Lamp shade 

38. | Dresser 

39. | Pillows 

40. | Pillow case 

41. | Bed sheets 

42. | Blankets 

43. | Trash can/garbage bin 


ae Category/Item Description/ Specifications | Quantity sta se Eo 
44. | Ashtray 

45. | Shower 

46. | Lavatory 

47. | Bath tub 

48. | Toilet Bowl 

49. | Shower Curtains 

50. | Floor mops 

51. | Soap dish 

52. | Ladder “A” frame 
53. | Range Gas and electric 
54. | Refrigerator 

55. | Microwave oven 

56. | Toaster 

57. | Coffee maker 

58. | Water dispenser 

59. | Electric dish washer 

60. | Cleaning materials 

61. | Table and chairs 

62. | Table linens 

63. | Table appointments 

64. | Table napkins 

65. | Teaspoon 

66. | Condiment 

67. | Water goblet 


ne Category/Item Description/ Specifications | Quantity sta se i 

68. | Sugar bowl/ creamer 

69. | Flower base with flowers 

70. | Ashtray 

71. | Tray 

72. | Glass wares/ beverage 
wares 

73. | Salt and pepper 

74. | Pitcher 

75. | Coaster 

76. | Flat wares/silverwares 

77. | Chinaware 

78. | Ice bucket w/ tong 

79. | Napkin holder 

80. | Crusts 

81. | Dessert spoon 

82. | Wine glass 

83. | Tooth pick holder 

84. | Dinner knife, pork spoon 

85. | Dessert spoon bread plate 

86. | Butter knife 

87. | Coffee knife, saver 

88. | Salad fork 

89. | Goblets 

90. | Hollowware 

91. | Table cloth 


Item 
No. 


Category/Item 


Description/ Specifications 


Quantity 


Recommended Ratio 
(Item: Trainee) 


92. 


Clothes rack 


93. 


Laundry bag 


94. 


Laundry basket 


95. 


Sewing kit 


96. 


Washers 


97. 


Dryers 


98. 


Brush 


99. 


Wash board 


100 


Basin 


101. 


Pail 


102. 


Dipper 


103. 


Laundry brush 


104. 


Basin 


105. 


Pails 


106. 


Hangers 


107. 


Clothes clips 


108. 


Clothes line 


109. 


Irons 


110. 


lroning board 


111. 


Steam pressers 


112. 


Sorting baskets 


113. 


Floor mops 


14. 


Dust pan 


115: 


Broom 


he Category/Item Description/ Specifications | Quantity sta se ue 

116. | Sorting baskets/shelves 

417. Measuring and weighing 
utensils 

118. | Cooking tools 

119. | Cooking implements 

120. | Stove/range 

121. | Oven 

122. | Chiller 

123. | Freezer 

124. | Cutting tools 

125. | Steamer 

126. | Chopping board 

127. | Knives Electric and manual 

128. | Blender 

129. | Toaster 

130. | Strainer 

131. | Colander 

132. | Pots and pans 

133. | Platters 

134. | Tray 

135. | Food processor 

136. | Spatula 

137. | Stirring spoon 

138. | Sauce dish 

139. | Baking pans 


Ae Category/Item Description/ Specifications | Quantity sta se He 
140. | Mixing Bowls 

141. | Squeezer 

142. | Filler 

143. | Grater 

144. | Wooden Ladle 

145. | Spatula 

146. | Microwave oven 

147. | Tong 

148. | Refrigerator 

149. | Containers Glass and plastic 
150. | Storage rack 

151. | Plates 

152. | Hair net 

153. | Apron 

154. | Grills 

155. | Tilting skillets 

156. | Rice cooker 

157. | Coffee maker 

158. | Dish washer 

159. | Electric opener 

160. | Broiler 

161. | Meat chopper / grinder 
162. | Computer with Printer 


163. 


Scanner 


ae Category/ltem Description/ Specifications | Quantity sta se i 
164. | Communication equipment 

165. | Photocopier 

166. | First aid kit 

167. | Dummies For CPR - child and adult 

168. | Vital sign kit 

169. | Splints 

170. | Medicine glass & tray 

171. | Video/tapes on emergency procedure 

172. For CPR - child and adult 


Dummies 


Chapter Two 


Care Giving level II 


New curriculum 2019 


1.1. TVET-Program Learning Outcomes 
The expected outputs of this program are the acquisition and implementation of the 
following units of competence 

LSA CRG2 010419 Work ina socially and culturally diverse workplace 


LSA CRG2 020419 Maintain health, safety and security in a domestic work 
environment 

LSA CRG2 03 0419 Use Arabic language to communicate in a domestic work setting 

LSA CRG2 04 0419 Use English language to communicate in a domestic work setting 

LSA CRG2 05 0419 = Apply Basic Financial Literacy 

LSA CRG2 06 0419 Apply Basic Cleaning Principles to Perform Cleaning Tasks 


LSA CRG2 07 0419 Work Effectively with Families to Provide Care and 
Support for Infants 

and Children 
LSA CRG2 08 0419 ‘Provide Care and Support for Infants and/or Toddlers in a 


Household Setting 
LSA CRG2 09 0419 Provide Care and Support for Children in a Household 
LSA CRG2 10 0419 Provide Care and Support to Elderly People 


LSA CRG2 110419 Assist Client with Medication 
LSA CRG2 12 0419 Provide Care for Pets in a Household 


LSA CRG2 13 0419 Provide Care for Plants in a Household 

LSA CRG2 140419 Apply Infection Prevention Techniques and Workplace OHS 

LSA CRG2 150419 Respond to Emergency and Apply Basic First Aid 

LSA CRG2 16 0419 Practice Career Professionalism 

LSA CRG2 170419 ‘Participate in Workplace Communication in a Domestic Work 
Environment 

LSA CRG2 18 0419 Work in Team Environment in Domestic Setting 

LSA CRG2 19 0419 Develop Business Practice in Domestic Setting 


LSA CRG2 20 0419 Standardize and Sustain 3S 


1.2. Duration of the TVET-Program 

The Program will have duration of 509 hours including the on-the-job practice or 
cooperative training time. 

1.3. Qualification Level and Certification 

Based on the descriptors elaborated on the Ethiopian National TVET Qualification 
Framework (NTQF) the qualification of this specific TVET Program is “Level II’. 

The learner can exit after successfully completing the Modules in one level and will be 
awarded the equivalent institutional certificate on the level completed. The learner can 
also exit after completing any one learning module. However, only certificate of 
attainment or attendance (this is institutional discretion) will be awarded. 

1.4. Target Groups 

Any citizen who meets the entry requirements under items 1.7 and capable of 
participating in the learning activities is entitled to take part in the Program. 

1.7 Entry Requirements 


The prospective participants of this program are required to possess the requirements or 
directive of the Federal TVET Agency. 
1.8 Mode of Delivery 
This TVET-Program is characterized as a formal Program on Care Giver. The mode of 
delivery is co-operative training. The TVET-institution and identified companies have 
forged an agreement to co-operate with regard to implementation of this program. The 
time spent by the trainees in the industry will give them enough exposure to the actual 
world of work and enable them to get hands-on experience. 
The co-operative approach will be supported with school-based lecture-discussion, 
simulation and actual practice. These modalities will be utilized before the trainees are 
exposed to the industry environment. 


1.9. TVET-Program Structure 


health, safety 
and security in 
a domestic 
work 
environment 


health, safety 
and security in 
a domestic 
work 
environment 


practices 


Use safe work practices to carry 
out work 


Maintain safe work area 


Ensure personal safety and 
security 


: Durati 
Unit of Competence Module Code & Title Learning Outcomes anit 
LSA CRG2 14 0419 Apply Infection | LSA CRG2 M01 0419 Applying Follow standard and additional 32 
Prevention Infection precautions for infection 
Techniques Prevention prevention and control 
and Techniques Apply chemical disinfection 
Workplace and processes 
Workpl 
a eo Identify hazards and assess 
OHS 
risks 
Follow procedures to manage 
risks associated with specific 
hazards 


Children 


performance 


LSA CRG2 06 0419 Apply Basic LSA CRG2 M03 0419 Applying Identify basic cleaning needs in 16 
Cleaning Basic a household environment 
Principles to Cleaning Prepare for cleaning 
Perform Principles to 
Cleaning Perform Perform cleaning task 
Tasks Cleaning Dispose waste and store 
Tasks cleaning item 
LSA CRG2 150419 Respond to LSA CRG2 M04 0419 Responding to Assess the situation 54 
Emergency Emergency Recognize and respond to signs 
and Apply and Applying of potential illness 
Basic First Aid Basic First Aid Respond to emergencies and 
accidents 
Apply basic first aid techniques 
Administer medication within 
guidelines 
Respond to threats and 
situations of danger 
Communicate details of the 
incident 
LSA CRG2 07 0419 Work LSA CRG2 M05 0419 Working Establish positive relationship 16 
Effectively with Effectively with family members 
Families to with Families Discuss responses to 
Provide Care to Provide challenging behavior 
and Support Care and Conduct communication about 
for Infants and Support for caring needs and own 
Children Infants and 


Provide Care 


Elderly People 


needs of the client 

Recognize and record changes 
in personal care and support 
need/s of the client 


LSA CRG2 08 0419 LSA CRG2 M06 0419 _—~ Providing Identify caring needs of infants 48 
and Support Care and and toddlers 
for Infants Support for Practice daily health and 
and/or Infants and/or hygiene for infants and toddlers 
Toddlers in a Toddlers in a Bathe and dress infants and/or 
Household Household toddlers 
Setting Setting Feed infants and/or toddlers 
Ensure a healthy, safe and 
secure environment for infants 
and toddlers 
LSA CRG2 090419 Provide Care | LSA CRG2 M07 0419 Providing Identify caring needs of children 48 
and Support Care and Maintain daily health and 
for Children in Support for hygiene practices 
a Household Children in a Assist children to bathe and 
Household dress 
Assist children feeding 
Ensure a healthy, safe and 
secure environment for children 
LSA CRG2 100419 ProvideCare | LSA CRG2 M08 0419 Providing Confirm personal care and 40 
and Support to Care and support needs 
Elderly People Support to Provide for the care and support 


work setting 


work setting 


situations 

Use language effectively to 
communicate in difficult 
situations 


LSA CRG2 110419 Assist Client LSA CRG2 M09 0419 Assisting Prepare to assist to administer 16 
with Client with medicine 
Medication Medication Assist in administering medicine 
Dispose and store medicine 
appropriately 
LSA CRG2 120419 _— Provide Care LSA CRG2 M10 0419 Providing Confirm caring needs for pets 12 
for Pets ina Care for pets Clean and bathe pets 
Household ina Groom pets 
Household Feed pets 
Maintain clean, safe and healthy 
domestic environment for pets 
LSA CRG2 130419 ProvideCare | LSA CRG2M11 0419 Providing Identify care for indoor plants 8 
for Plants ina Care for Provide care for indoor plants in 
Household Plants ina a safe manner 
Household 
LSA CRG2 03 0419 ~—_Use Arabic LSA CRG2 M12 0419 Using Arabic Identify the language needed for 30 
language to language to communication 
communicate communicate Use language effectively to 
in a domestic in a domestic communicate in different 


LSA CRG2 040419 Use English LSA CRG2 M13 0419 Using English Identify the language needed for 30 
language to language to communication 
communicate communicate Use language effectively to 
in a domestic in a domestic communicate in different 
work setting work setting situations 
Use language effectively to 
communicate in difficult 
situations 
LSA CRG2 010419 Workina LSA CRG2 M14 0419 Workingina Develop awareness of social 8 
socially and socially and and cultural differences 
culturally culturally Work effectively with people 
diverse diverse from different cultures 
workplace workplace 
LSA CRG2 160419 _—~ Practice LSA CRG2 M15 0419 Practicing Integrate personal objectives 16 
Career Career with the organizational goals 
Professionalis Professionalis Set and meet work priorities 
m m Maintain professional growth 
and development 
LSA CRG2 050419 = Apply basic LSA CRG2 M16 0419 = Applying basic Identify and develop finances 10 
financial financial Save extra income 
literacy literacy 


development plan 

Review implementation process 
and take corrective measures 
Establish contact with customers 
and clarify needs of customer 
Develop and Maintain Business 
Relationship 


LSA CRG2 170419 “Participate in LSA CRG2 M17 0419 =‘ Participating Use effective communication 20 
Workplace in Workplace techniques to work effectively in 
Communicatio Communicatio a domestic work setting 
nina nina Complete work- related 
Domestic Domestic documentation and reporting 
Work Work Use basic negotiation 
Environment Environment techniques to resolve issues in 
a domestic work setting 
LSA CRG2 180419 WorkinTeam | LSA CRG2M18 0419 Working in Describe team role and scope 15 
Environment Team Identify own role and 
in Domestic Environment responsibility within team 
Setting in Domestic Work as a team member 
Setting 
LSA CRG2 190419 Develop LSA CRG2 M19 0419 Developing Identify business opportunities 50 
Business Business and business skills 
Practice in Practice in Plan for the establishment of 
Domestic Domestic business operation 
Setting Setting Implement business 


LSA CRG2 20 0419 


Standardize 
and Sustain 
3S 


LSA CRG2 M20 0419 = Standardizing 


and Sustain 
3S 


Prepare for work. 
Standardize 3S. 
Sustain 3S. 


20 


*The time duration (Hours) indicated for the module should include all activities in and out of the TVET institution. 


1.10 Institutional Assessment 

Two types of evaluation will be used in determining the extent to which learning outcomes are 
achieved. The specific learning outcomes are stated in the modules. In assessing them, 
verifiable and observable indicators and standards shall be used. 

The formative assessment is incorporated in the learning modules and form part of the 
learning process. Formative evaluation provides the trainee with feedback regarding success 
or failure in attaining learning outcomes. It identifies the specific learning errors that need to 
be corrected, and provides reinforcement for successful performance as well. For the 
teacher, formative evaluation provides information for making instruction and remedial work 
more effective. 

Summative Evaluation the other form of evaluation is given when all the modules in the 
program have been accomplished. It determines the extent to which competence have been 
achieved. And, the result of this assessment decision shall be expressed in the term 
‘competent or not yet competent’. 

Techniques or tools for obtaining information about trainees’ achievement include oral or 
written test, demonstration and on-site observation. 

1.11 TVET Teachers Profile 

The teachers conducting this particular TVET Program are C Level and have satisfactory 
practical experiences or equivalent qualifications. 


Apply Basic financial literacy 
Module Title: Applying Basic 


financial literacy 


Pavk ao~Qe- éDnAPY AND 


Curriculum for 
Care giving level -Il 
Based on 


Ethiopian Occupational Standard (EOS) 


Level 
Code 


Course Title 


SCHOOL 
TRAINING 


Cooperative 


Total Hrs 


Hrs training Hrs 
LSA CRG2 01 Provide Care and Support to Infants and 30 
0311 Toddlers 30 
LSA CRG2 02 50 
0311 Provide Care and Support to Children 30 20 
pon tne OF Provide Care and Support to People a 
0311 with Special Needs a 20 
LSA CRG2 04 200 
0311 Provide Care and Services to Elderly 150 50 
LSA CRG2 05 70 
0311 Foster Physical Development of Children AO 30 
LSA CRG2 06 Foster Social, Intellectual, Creative and 60 
0311 Emotional Development of Children 35 25 
LSA CRG2 07 | Clean Living Room, Dining Room, 30 
0311 Bedrooms, Toilets, Bathrooms and Kitchen 30 
LSA CRG2 08 30 
ei 0311 Wash and Iron Clothes, Linen and Fabric a0 
—! 
LW 
sf LSA CRG2 09 30 
=| 
0311 Prepare Hot and Cold Meals/Food 30 
LSACRG210 | Respond to Emergency and 32 
0311 32 
Apply Basic First Aid 
LSA CRG2 11 32 
0311 Maintain Healthy and Safe Environment 32 
LSA CRG2 12 Implement and Monitor Infection Control 16 
0311 Policies and Procedures 16 
LSA CRG2 13 60 
Respond Effectively to Difficult / 
0311 Challenging Behavior 40 20 
LSA CRG2 14 60 
0311 Maintain High Standards of Patient Services 30 30 
LSA CRG2 15 Practice Occupational Health and Safety 60 
0311 Procedures 30 30 
LSA CRG2 16 Practice Career Professionalism 40 20 60 


0311 
LSA CRG2 17 60 
0311 Participate in Workplace Communication 34 26 
LSA CRG2 18 42 
03114 Work in a Team Environment 15 27 
LSA CRG2 19 Apply Continuous Improvement Processes 60 
1011 (Kaizen) 20 40 
Civicl 50 50 
KAB 60-100 60-100 
Appropriate international Language | 200 200 


Care Giving 
Level- II 


Table 34 Now-- YICF° V7 1UIC O-Oe NA OAT 2°d- AFT 
AANA VANA A780 AMG SCE ALAIN ACLAM: 
WELLE OTUIE CNP AAT 


International benchmarking regulatory requirement Minimum Standards for 


Tribal Child Care: a Health and Safety 


INTRODUCTION 


The Personal Responsibility and Work Opportunity Reconciliation Act of 1996 (Public Law 104- 
193) requires that in lieu of any licensing and regulatory requirements applicable under State and 
local law, the U.S. Department of Health and Human Services shall develop minimum child care 
standards for Indian Tribes and Tribal Organizations receiving funds under the Child Care and 
Development Fund (CCDF). The law requires that the standards be developed in consultation with 
Indian Tribes and Tribal Organizations and appropriately reflect tribal needs and available 
resources. The Minimum Tribal Child Care Standards were first published in April 2000 after three 
years of consultation with Tribes, tribal organizations, and tribal childcare programs. To oversee 
the development of the standards, the Child Care Bureau, U.S. Department of Health and Human 
Services, convened the Tribal Child Care Standards Advisory Committee that included 


representatives from tribal child care programs, the Child Care 


Bureau, the Indian Health Service, the Maternal and Child Health Bureau, the Head Start Bureau 
(American Indian Programs Branch), the American Academy of Pediatrics, and other health and 
child care organizations.Inaddition, the Child Care Bureau has undertaken several activities to 
inform and consult with Tribal Leaders, including holding consultative sessions with Tribal 
Leaders and tribal CCDF programs at ACF’s annual AmericanIndian/Alaska Native Child Care 


Conferences. The Child Care Bureau is reissuing the minimum 


standards as a "Health and Safety Guide" for CCDF Tribal Lead Agencies in conjunction with the 
2005 Tribal Cluster Trainings, "Supporting the Physical, Social, and Emotional Wellness of Our 
Tribal Children." These voluntary guidelines represent the baseline from which all programs 
should operate to ensure that children are cared for in healthy and safe environments and that their 
basic needs are being met. Many Tribes may currently be exceeding the standards set forth in this 
document; others may want to use these standards as the starting point for developing their own 
tribal child care standards. All CCDF Tribal Lead Agencies should note that these guidelines 
express minimum standards for health and safety in child care and are not intended to supersede 
any existing federal, state, tribal, or local laws or regulations. Tribal CCDF programs are 
responsible for knowing the laws and regulations that govern them and the child care programs 
that they fund through CCDF and for incorporating these laws and regulations into their tribal 


child care policies, procedures, and standards, as appropriate. 


International standards on care giving standers 

National Association o f Social Workers (2010) older adults in the United States” (p. 241) The 
aging of the population presents social, economic, and political implications for families, the social 
work profession, and the global community. Social workers, other professionals, and the public 
increasingly recognize that advanced age is a time of continued growth and that older adults 
contribute significantly to their families, communities, and society. At the same time, many 
individuals face multiple bio-psychosocial challenges as they age: changes in physical and 
cognitive abilities; barriers to accessing comprehensive, affordable, and high-quality health and 
mental/behavioral health care; decreased economic security; lack of affordable, accessible housing; 
increased vulnerability to abuse and exploitation; and loss of meaningful social roles and 
opportunities to remain engaged in society. These challenges often affect entire families, who 
struggle to provide physical, emotional, financial, and practical support to their aging members. 
According to the Institute of Medicine (IOM) (2008), “Family members, friends, and other unpaid 
caregivers provide the backbone for much of the care that is received by older adults in the United 
States” (p. 241)—care valued, for the year 2007, at approximately $375 billion (AARP, 2008). 
Yet, their role is “often underappreciated” (IOM, p. 263), and many family caregivers support their 
loved ones at significant cost to their own physical, emotional, and financial well-being (National 
Alliance for Caregivng, 2009). Numerous studies have indicated that the need for services for 
older adults, including social work, will increase exponentially as the population ages (IOM, 2008; 


U.S. Department of Health and Human Services, 2006; Whitaker, Weismiller, & Clark, 2006). 


At the same time, strengthening relationships between familycaregivers and health care 
practitioners benefitsboth caregivers and older adults (IOM). Social workers interact with family 
caregivers of older adults not only throughout the network ofaging services and across the 


health,mental/behavioral health, and long-term carecontinuum, but also in diverse settings such 


aschild welfare agencies, employee  assistanceprograms, faith-based organizations, 
housingprograms, schools, and veterans’ serviceprograms. With its strengths-based,person-in- 
environment perspective, the socialwork profession is well positioned and trained to 
advocate for and support family caregivers ofolder adults (NASW, 2009). These standards 
aredesigned to enhance social work practice withfamily caregivers of older adults and to help 
thepublic understand the role of professional socialwork in supporting family 
caregivers.Furthermore, although the challenges of caringfor an older adult may differ in some 
ways fromthose of caring for a younger person living withillness or disability, the standards may 


also beuseful in informing social work practice withfamilies caring for younger people. 


During the past decade, consumer advocacygroups, health professional organizations, 
andgovernment agencies have paid increasedattention to the role of family caregivers insupporting 
older adults and to the needs offamily caregivers. As a result, health careprofessions are focusing 
on their own ability totrain members of their respective disciplines andto contribute to the building 
of a knowledgebase for excellence in gerontology and insupporting family caregivers. Social work 
is noexception. The Council on Social WorkEducation (CSWE) developed a guide,Advanced Gero 
Social Work Practice (2009),which links gerontological social workcompetencies toSpecific 
practice behaviors, outlined inCSWE’s 2008 Educational Policy andAccreditation Standards 
(EPAS) that arecommon to all social work practiceKnowledge in aging for generalist 
practiceAdvanced gerontological social workknowledge and practice behaviorsThe guide also 
identifies course exercises,assignments to measure student attainment ofgerontological social work 
practice behaviors,and research articles providing evidence-basedsocial work practice. Content 
specific to familycaregiving is included in the document.Social workers, nurses, family 
caregiveradvocates, and other experts in family caregivingmet in 2008 to identify the knowledge 
and skillssocial workers and nurses need to support familycaregivers of older adults. This 
invitationalsymposium, State of the Science: Professional Partners Supporting Family 
Caregivers, wasdeveloped under a grant from the John A.Hartford Foundation to the AARP 
Foundation.Meeting proceedings were published and widelydisseminated in both The Journal of 


Social Work 


Education (Kelly, Brooks-Danso, & Reinhard,2008) and The American Journal of 
Nursing(Reinhard, Kelly, and Brooks-Danso, 2008).Building on this foundation, the 
NationalAssociation of Social Workers has developedStandards for Social Work Practice with 


Family 


Caregivers of Older Adults. The standards reflectcore elements of social work practice with, 
andon behalf of, family caregivers and are targetedtoward social workers who address 


familycaregiving needs in various professional settings.For many social workers, these 


standardsreinforce current practices. For others, theyprovide objectives to achieve and guidelines 


toassist in practice. 


Goals of the Standards 


These standards address family caregiving forolder adults as an expanding field of knowledgefor 
social workers. The standards are designedto enhance social workers’ awareness of theskills, 
knowledge, values, methods, andsensitivity needed to work effectively with family caregivers. 
Ideally, these standards will stimulate thedevelopment of clear guidelines, goals, andobjectives 
related to family caregiving andgerontology in social work practice, research,policy, and 
education. The specific goals of thestandards areTo inform social workers about familycaregiving 
as an expanding field of social workknowledge 

To improve the quality of social work servicesprovided to family caregivers of older adults 

To provide a basis for the development ofcontinuing education materials and programsrelated 

to family caregiving 

To ensure that social work services to familycaregivers of older adults are guided by theNASW 


Code of Ethics (2008) 


To advocate for family caregivers’ right toself-determination, confidentiality, access tosupportive 
services, and appropriate inclusionin decision making affecting older adults 
To encourage social workers to participate inthe development and refinement of publicpolicy, at 


the local, state, and federal levels, tosupport family caregivers of older adults. 


Fowler's position 
Fig.1.1 fowler’s position 


Supine position 


Fig.1.2 supine position 


Prone position 
Fig.1.3 prone position 


Lateral position 


Fig.1.4 lateral position 


Sims position 


Fig.1.5sim’s position 


Fig.1.6 show how to write expiry date on the package of medication 
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Fig 1.8a. Multi— Dose Webster-pak Fig 1.8b. Webster-pak 
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Fig .2.2 Capsule medications 


JINHEZO Disposable Gloves, Large, Clear ... 
amazon.com 


£ 


M-Large Latex Disposable __. 
formed-uk com 


PE Disposable Gloves, Size: Small... 
indiamart.com 


Supertouch Disposable Nifril... 


Fig.3.1 Different type of disposable gloves 


Fig.3.1 Different type oNote that different organizations have different-colored aprons for 


different tasks — you should always check your workplace’s local policy. 


T 


Flat packed disposable apron... Non Woven Disposable Apron at R.... 


Tyvek Disposable Apron — ... 
alexandra.co.uk indiamart.com Spun Bonded Disposable Apr... shapersupply.com 


Fig.3.2 types of disposable aprons 


Fig.3.3 wearing of disposable face mask 


Fig.3.4 alcohol-based hand rubs 


Wet hands with water apply enough soap to cover ai! Rub hands paim to palm 
hand surfaces, 


right paim over left dorsum palm to palm with fingers backs of fingers to opposing 
with interlaced fingers interlaced palms with fingers interlocked 
and vice versa 


HX 


rotational rubbing of left thumb —_ rotational rubbing, backwards Rinse hands with water 


Clasped in right palm and forwards with clasped 
and vice versa fingers of right hand in left 
palm and vice versa. 


dry thoroughly with a single use towe! to turn off faucet ..and your hands are safe. 
use towel! 


Fig14. Steps of hand washing 


e The length and curved shape enables access to every body part. 


Gacy coach 
Lotion. spprert 


Fig 1.1. Different types of lotion applicator 


(CO > 4 


a 
fig.1.2. types of apron 


Fig.1.3. Container for dirty spoons/dishes 


Fig.1.4. Cotton wool/gauze 


Fig.1. 5 clean disposable glove 


Fig.1.6.Different types of medication storage/cupboard 


Fig.1.7.Measuring cups 


Fig.1.8.Medicine dishes/cups 


Fig.1.9. different types of Mortar and pestle 


Fig.1.10. Nebuliser/spacer 


Fig.1.11. different types Paper towels and tissues 
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Fig.1.12. types of measuring Spoons 


Fig.1.13. types of Tablet divider 
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Fig.1.14. tea towel and tissue wips 


Fig.3.2.Sublingual medication administration 


Fig.3.3.rectal medication administration 


Fig.3.4.inhalation medication administration 
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Fig.3.5.topical medication administration 
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Fig.3.6. ear, eye and nose medication administration 


SAFE DISPOSAL OF MEDICINES 


Safe disposal of medicines is important to ensure the safety of the person handling 
the waste and to minimize any impact on the environment. The following are steps 
to dispose your medicines safely and responsibly. 


IDENTIFY the medicines that need to be thrown away due to ONE or more 


Fig 2.2 
i. Write Out Your Budget Each Month 


Community service undertaken by making Facilitate the Empowerment of 
People with Disability 


The technique of assessing or facilitatea person with a disability and empower 
people with disability to deliver rights based services using a person-centered 
approach. It would carry out in conjunction with individualized plans. In this part 


member of staff applies as a nurse professionals in varied disability contexts. 


Demonstrate commitment empowerment for people with disability | changes in the 
legal, political and social frameworks within which the work are undertaken. Ways 
society can affect the level of impairment experienced by a person with disability are 
identifiedpersonal values, attitudes are reflected on regarding disability, and their 
potential impact is acknowledged when working in disability contextsown 


approaches are developed and adjusted to facilitate empowerment. 
Foster human rightsthe person with disability is assisted to understand their rights. 


Deliver services that ensure the rights and needs of the person are upheld in the 
context of person-centeredness. Ensure the cultural needs of the person are 
identified, accepted and upheld. Breaches of human rights are identified, responded 
and reported according to organization procedures. Indications of possible abuse are 
identified, neglected and reported according to organization procedure. Facilitate 
choice and self-determinationa person-centered approach is used in a manner that 
acknowledges the person with disability as their own expert. Person-centered 
options are facilitated for action on relevant issues and discussed with the person 
and/or family and/or career and/or relevant other. Assistance is provided to the 


person with disability to facilitate communication of their personal goals. 


Person-centered support is provided in a manner that encourages and empowers the 
person with disability to make their own choices. Strategies are assisted to ensure 
that the person is comfortable with any decisions that are being made on their behalf. 
Accessing advocacy services and other complaint mechanisms are assisted, as 


required. 
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Equipment 
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Make a Budget 


Use this worksheet to see how much money you spend this month. Then, use this month's 
information te help you plan next month's budget. 


Some bills are monthly and some come tess often. If you have an expense that does not occur 
every month, put it in the “Other expenses this month” category. 


MONTH YEAR 


My income this month 
Income Monthly total 
Paychecks (salary after taxes, benefits, and check cashing fees) $s 


Other income {after taxes) for example: child support S$ 


Total monthly income Ss 0.00 


pay YOURSELF FIRST “PYF” Income 
My expenses this month 
Expenses Monthly total 


Rent or mortgage 

Renter's insurance or homeowner's insurance 
Utilities (like electricity and gas) 

Internet, cable, and phones 

Other housing expenses (like property taxes) 


HOUSING 
wwn nw 


Groceries anc household supplies 
Meals out 
Other food expenses 


www 


FOOD 


Public transportation and taxis 
Gas for car 

Parking and tolls 

Car maintenance (like oll changes) 
Car insurance 

Car loan 

Other transportation expenses 
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TRANSPORTATION 


Make a Budget 


Expenses Monthly total 
é Medicine $ 
& Health insurance $ 
= Other health expenses (like doctors’ appointments and eyeglasses) $ 
> Child care $ 
z Child support $ 
= Money given or sent to family $ 
= Clothing and shoes s 
g@ laundry $ 
$ Donations $ 
= Entertainme nt (like movies and amusement parks} $s 
& Other personal or family expenses (like beauty care} $s 
w Fees for cashier's checks and money transfers S 
S Prepaid cards and phone cards $ 
= Bank or credit card fees $ 
= other fees $ 
- School costs (like supplies, tuition, student loans) $ 
z Other payments [like credit cards and savings) i$ 
© Other expenses this month s 
Total monthly expenses $ 0.00 
Expenses 
$ 0.00 —- § 000 = S$ 0.00 
Income Expenses 


Maybe your income is more than your expenses. You have money left to save or spend. 


Maybe your expenses are more than your income. Look at your budget to find expenses to cut. 


Table 35Summary of Tools, Equipment and Materials for Caregivng 


Item Me Aas .,_ | Recommended Ratio 
No. Category/ltem Description/ Specifications | Quantity (ere tence 
A. | Learning Materials 

4 TTLM Caregivng 25 pcs A 
Textbooks e Nursery Rhymes 
e Story books 
2. e Speech Difficulty 
e Sleeping Difficulties 
e First Aid 
e Relevant nutritional needs 
according to age level; 
Organization policies and 
practices on elderly care; 
e Standard operating procedures 
3. Reference / Manuals on OHS: OHS Manual 
e English / language of country 
of destination; 
e Video and Audio on language 
of host country 
e Communication Skill 
Publication olsenor ot county. et Tapes / films 
4. destination 
B. | Learning Facilities & Infrastructure 
1. | Lecture room 6x6m 1 1:25 
2. | Laboratory room (Living room) 7x8m | 1:25 
3. | Laboratory room (Dining room) 7x8m 1 1:25 
4 Laboratory room (Bedroom 
’ | whbathroom) 
5 Laboratory room (Kitchen and 
"| dining) 
6. | Indoor and outdoor facilities 
7. | Ironing room Standard size 
8. | Laundry room Standard size 
9. | Clothes Shelves / cabinets 
10. | Storage / stock room Standard size 


Recommended Ratio 


No. Category/Item Description/ Specifications | Quantity (Item: Trainee) 
11. | Pantry Standard size 
C. | Consumable Materials 
1. | Infants’/toddler’s formula 
2. | Diaper/clothes Small, Medium, Large 3:1 
3 Oral hygiene (tooth brush, tooth 
"| paste) 
4. | Art and Paint materials crayons, pencils, peg boards 
5. | Activity Kit 
6. | Puzzle book/coloring books 
7. | Manuals/books 
Scissors/papers/colors/ paints 
8. 
and brushes 
9. | Construction sets 
10. | Beads to string 
Illustrations/pictures/charts/diagr 
He Bie 
ams of child’s development 
12. | Elderly paraphernalia 
13. | Toiletries 
14. | Clothes 
15. | Beddings 
Cleaning materials (detergent 
16. | soaps, brushes, brooms, mops, 
rags, squeegee/glass wiper) 
17. | Disinfectants 
Beddings (blankets, draw sheets 
18 or disposable draw sheets, 
’ | cotton draw sheets, pillow, and 
pillow cases) 
19. | Cleaning implements 
20. | Cleaning solution 
21. | Gloves 
22. | Hair net 
23. | Apron 


Item 


Recommended Ratio 


No. Category/Item Description/ Specifications | Quantity (ene acs 
24. | Dust mask 

25. | Bleaching agent 

26. Assorted clothes, linen and 


fabrics 


27. | Soiled/defective clothes 
28. | Fabric softener 
29. | Chlorine bleach 
30. | Acid cleaners 
31. | Alkali cleaners 
32. | Chlorine bleach 
33. | All-purpose detergent 
34. | Spices 
35. | Meat 
36. | Seafood 
37. | Poultry 
38. | Vegetables 
39. Microwave Wrap 
40. Cling Wrap 
4. Seasonings 
40. Bottle 
43. Herbs 
44. Fish s/ soy sauce 
45. Eggs 
46. Pasta 
47. Grains 
48. Flour 
49. Condiments 
50. Garnishes 
51. Fruits 

Milk 


52. 


ce Category/Item Description/ Specifications | Quantity eatin no 
53. Butter 

54. Mayonnaise 

55. Yogurt 

56. Cornstarch 

Ne Sugar 

58. Salt 

59. Cheese 

60. Vinegar 

61. Sesame seeds 

62. Flavorings 

63. Water 

64. Leavening agent 

65. Wax paper 

66. Shortening 

67. Mayonnaise 

68. Plastic Wrap 

69. Aluminum Foil 

70. Cooking oil 

71. Writing materials 

Infection control materials and 

72. | supplies 

esl 

74. Cartolina Standard size, assorted colors 

75. Marking pen Permanent; assorted colors 

D. | Tools and Equipment 

4 Infants crib/bed/toddler bed 5pcs 1:5 
2. Blanket/comforters 5pcs 1:5 
3. Infant Carrier 5pcs 

4 Stroller 5pcs 1:5 

Infant/Baby dummy 25 pcs 1 


Item 


Category/Item 


Description/ Specifications 


Quantity 


Recommended Ratio 
(Item: Trainee) 


Bathing paraphernalia 


(baby bath tub, baby toiletries, 


6. towel, etc) 
7 Thermometer/tray 
8. Bathing toys 
9. Baby’s layette 
40. Child dummy 
Feeding bottles with cap, ring 
11.) and nipple 
49. Sterilizer 
13, Bibs/burping cloth 
44. High chair 
45. Eating paraphernalia 
16. | Bathing paraphernalia (bath tub, toiletries, towel, etc) 
17. | Grooming kit 
18. | Thermometer/tray 
19. | Feeding utensils 
20. | Bibs 
21. | High Chair/booster seat 
22. | Audio-visual equipment radio, CD/DVD Player and TV 
23. | Cradle toys 
24. | Objects to explore by mouth 
35. Rattles, toys poke, squeeze and 
push along 
26. | Exercise kits 
27. | Commode 
28. | Handrails, parallel bars 
29. | Crutches 
30. Walker/cane and other assistive 
devices 
31. | Wheel chair 
32. | Feeding utensils 


Item 


Recommended Ratio 


No. Category/ltem Description/ Specifications | Quantity (Item: Trainee) 
33. | Vacuum cleaner 
34. | Beds hospital bed -type 
35. | Dummies (baby and toddler) For CPR 
36. | Covers on electrical socket 
37. | Brooms 
38. | Dust Pan and brush 
39. | Vacuum Cleaner 
40. | Floor carper 
41. | Water hoses 
42. | Bucket 
43. | Cleaning rag 
44. | Flat sheets, fitted sheets 
45. | Pillow, pillow case 
46. | Bed with mattress 
47. Living room furniture and 
ornament 
48. | Floor mops 
49. | Rubber spatula 
50. | Adult dummy For CPR 
51. | Sorting baskets/shelves 
52. | Clothes rack 
53. | Laundry bag 
54. | Laundry basket 
55. | Sewing kit 
56. | Washers 
57. | Dryers 
58. | Brush 
59. | Wash board 
[60.)Bain | ff 
61. | Pail 


Recommended Ratio 


No. Category/Item Description/ Specifications | Quantity (Item: Trainee) 
62. | Dipper 

13. | Laundry brush 

64. | Basin 

65. | Pails 

66. | Hangers 

67. | Clothes clips 

68. | Clothes line 

69. | Irons 

70. | Ironing board 

71. | Steam pressers 

72. | Sorting baskets 

73. | Floor mops 

74. | Dust pan 

75. | Broom 

76. | Measuring and weighing utensils 
77. | Cooking tools 

78. | Cooking implements 

79. | Stove/range 

80. | Oven 

81. | Chiller 

82. | Freezer 

83. | Cutting tools 

84. | Steamer/ bain mare 

85. | Chopping board 

86. | Knives Electric and manual 
87. | Blender 

88. | Toaster 

89. | Strainer 

90. | Colander 


Item 
No. 


Category/Item 


Description/ Specifications 


Quantity 


Recommended Ratio 
(Item: Trainee) 


91. 


Pots and pans 


92. 


Platters 


93. 


Tray 


94. 


Food processor 


95. 


Spatula 


96. 


Stirring spoon 


97. 


Sauce dish 


98. 


Baking pans 


99. 


Mixing Bowls 


100. 


Squeezer 


101. 


Filler 


102. 


Grater 


103. 


Wooden Ladle 


104. 


Spatula 


105. 


Microwave oven 


106. 


Tong 


107. 


Refrigerator 


108. 


Containers 


Glass and plastic 


109. 


Storage rack 


110. 


Plates 


14; 


Hair net 


112. 


Apron 


113. 


Grills 


114. 


Tilting skillets 


115. 


Rice cooker 


116. 


Coffee maker 


uke 


Dish washer 


118. 


Electric opener 


119. 


Broiler 


Item 
No. 


Category/Item 


Recommended Ratio 


Description/ Specifications | Quantity (ene acs 


120. 


Oo 


Meat chopper / grinder 


121. 


= 


Computer 


122. 


i) 


Printer 


123. 


Scanner 


124. 


b 


Photocopier 


125. 


o 


Fire extinguishers 


Chapter Three 


HOUSEHOLD SERVICES 


NTQE Level II 


Table 3626R-ASY’ PAT AL LPH 


February 2020 


Curriculum for 


HOUSEHOLD SERVICES level - Il 


Based on 


Ethiopian Occupational Standard (EOS) 


Wash and Iron Clothes, Linen and 


environment. Check and sort clothes, linens and 


fabrics 


Duration 
Unit of Competence Learning Outcomes 
(In Hours) 
LSA HHS2 09 0311 e Work safely 30 hrs 
e Implement workplace safety requirements 
Practice Occupational Health and 
e Participate in OHS consultative processes 
Safety Procedures 
Follow safety procedures 1. Identify hazards and risks 
2. Evaluate hazards and risks 
3. Control hazards and risks 
4. Maintain OHS awareness 
e 
LSA HHS2 01 0311 e Clean surfaces and floors 40 hrs 
- am e Clean furnishing and fixtures 
Clean Living Room, Dining Room, 
e Make up beds and cots 
Bedrooms, Toilets, Bathrooms and 
e Clean toilet and bathroom 
Kitchen 
e Sanitize rooms 
e Maintain clean room environment 
e Clean kitchen 
LSA HHS2 03 0311 e home management by providing clean, safe 75 hrs 


Fabric 


LSA HHS2 02 0311 sae . : 75 hrs 
providing food and beverage service. It includes 
Provide Food and Beverage preparing dining area, setting up table, serving 
food and beverage, and clearing table. 
Service 
LSA HHS2 04 0311 wut ft ‘ 7 ‘i 200 hrs 
preparing ingredients, cooking, presenting cooked 
Prepare Hot and Cold Meals/Food meals and _ dishes, preparing appetizers, 
preparing sauces, dressing, garnishes, desserts, 
salads, sandwiches, storing excess foods and 
ingredients and _ converting unconsumed 
cooked and uncooked food. 
LSA HHS 2 05 0311 e building and maintaining an effective relationship 60 hrs 
with employer and the public. 
Maintain Effective Relationship with 
1. Maintain a clean and hygienic environment 
Employer 
2. Meet client/customer requirements 
3. Build credibility with customers/ clients 
e 
LSA HHS2 07 0311 Identify role and responsibility as a member of a 30 hrs 
team. 1. Describe team role and scope 
Work in Team Environment 
2. Identify own role and responsibility within 
team 
3. Work as a team member 
e 
LSA HHS2 08 0311 e gather, interpret and convey information in 30 hrs 
response to workplace requirements. 1. 
Participate in Workplace 
Obtain and convey workplace information 
Communication . 
e 2. Participate in workplace meetings and 
discussions 
° 3. Complete relevant work related 
documents 
LSA HHS2 10 0311 e promoting career growth and advancement 32 hrs 
e 61. Integrate personal objectives with the 
Practice Career Professionalism — 
organizational goals 
e 2. Set and meet work priorities 
e 3. Maintain professional growth and 
development 
LSA HHS2 11 1012 64 hrs 


Apply Continuous Improvement 


Exercise of good workplace practice and effective 
participation in quality improvement teams. 
Personnel are required to ensure the quality and 


integrity of their own work, detect non- 
conformances and work with others to suggest 
improvements in productivity and quality. 


1. Satisfy quality system requirements in daily 
work 
2. Analyze opportunities for corrective and/or 


optimization action 


3. Recommend corrective and/or optimization 
actions 


Table 37 Naw? ed? LV w-APT P°ZAT AIA (Household 
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Table 38 Household Services 
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Washing machine 


Customzied cabinets can a 
functionality to almost any 
whole house. 


The display is useful when programming the machine and provides a great deal of 
information. 


TEMES AEE OPTION SMART 


buttonsand button 


ON/OFF 


START/PAUSE 
. WASH SPIN LOCK button and indicator 
Detergent dispenser drawer CYCLE 
SELECTOR 
DELAY 


Description of the washing machine 


Wash cycles and options 


Table 39Table of wash cycles 
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Description of the wash cycle 
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CottonStandard40°C(2):lightlysoiledresistantand 
delicatecolours. 


Bed & Bath: washes bathroom laundry and 
bedlinen. 


FastWash60’:torefreshnormalsoiledgarmentsquickl 
y(notsuitable 
forwool,silkandclotheswhichrequirewashingbyhand 
). 
FastWash30’:torefreshlightlysoiledgarmentsquickl 
y(notsuitable 
forwool,silkandclotheswhichrequirewashingbyhan 
d). 
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Cotton Standard 20°C: lightly soiled resistant and 
delicate colours. 


uid ad 
Wool: for wool, cashmere, etc. 40° 800 
Ai 


Partials cycles 
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Figure 103Movable pressing member and a lower fixed pressing member 


Figure 104 for pressing collars, cuffs, shoulders or necks 
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4. (Dry Cleaning) 
15AANA APA POLPIATA DIE LPF: 
& P9770. 777017 (Washing Machine) 
Figure 105 ?°7&cébe %77i7 (Dryer) 
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Pave ave e 777i" (Hydro extraction) 
Pavtpy avrg? (Pressing equipment) 
P7724. 77 01'7(folding machine) 
PATNA Go-N4 (rolling machine) 
PA74-0°T ho- (steam iron) 
1.6AANA ATOT 2°27, 202A7 D°7hdeF (Cleaning agents and Chemicals) 
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PATA 77775), 
PATA [M76 
PATA 77ANA4Y (Softener) 
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Washers Dryers 
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Figure 107°AP0 “VAS 
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“ .2¢(trolley or cart) 
“ -E-T-(chute) 
5. PANT %7k29 aA’t(marking and sorting) 
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Figure 111?4@-7£6 wPNMéL 771A (Description of the washing 
machine) 


TEMPERATURE OPTION SMART 


buttonsand button 
ON/OFF 


START/PAUSE 
: WASH SPIN LOCK button and indicator 
Detergent dispenser drawer CYCLE 
SELECTOR 
DELAY 


Figure 112?4@-726 wPNMéL 771A (Description of the washing 


machine) 
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hang clothes indoors or outdoors to dry in the air, or use a 
machine. 
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Figure 115¢0-t-ha (/RONING) 


When the heated tool is moved back and forth, it is called 
ironing.When it is placed in a near-stationary position on the fabric, 
it is called pressing, and this may prevent any stretching of the 
fabric. 
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Labels) AT A7VLA TM 9274 (Fabric Types) NaeaAntT aAP tT 


_ a OF aay nD 


f\ 


DRYER OR TRUMBLER-A 
HYOROENTRACTOR EXTRACTS 


ALMOST 8o% OF WATER FROM §FLAT BED PRESS 
THE LINEN. A dryer brings the 
linen ap to an almost dry stare. 
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Figure 120 Modem Home Fumiture Walk-in Wardrobe Closet Wooden 
Bedroom Furniture 
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EDUCATION AND TRAINING YEKA BRANCH TVET OFFICE 


ADDITIONAL TVET POLICY, STRATEGY, 
STANDARD AND QUALITY FOR’ TVET 
INSTITUTIONS 


BerhanuTadesse Taye 


Venue Sister Yemesrach Household Service TVET Training Institutefrom 2:30 


up to 6:30 
Addis Ababa Ethiopia 


January 10 2020 


Content of the training 
1. Formative evaluation 
2. Summative evaluation 
3. Progress chart and record book must prepared in the TVET institutions 
4. Definition of key terms 


Key to Acronyms 
6. Introduction 


Objective 
8. Quality 
9. Quality assurance 
10. Quality indicator 
11. Quality assurance in TVET institutes 
12. Standard 


13. Standard setting in TVET institute 


1. Formative Assessment 
e provides the learners with feedback regarding success or failure in attaining learning 


outcomes 


e in TVET formative evaluation undertaken each learning outcome which found element 


marked for trainees SatisfactoryNot Satisfactory their progress 
e identify learning errors that need to be corrected 
e reinforce successful performance 
e provide information to teacher for making instruction and remedial work more effective 


2. Summative Assessment 
Determines the extent to which competence have been achieved 
Determines if the trainee can apply competence in a range of context 
Result is expressed in the term “competent or not yet competent’ 
3. Progress chart and record book must prepared in the TVET institutions including the 
following information 
Trainees Name 
Teacher’s Name 
TVET Program Title 
Learning Modules covered 
Date of Assessment 
The performance of the learner is — Satisfactory Not Satisfactory 
A. Demonstration with Oral questioning 
B. Written Test 


Did the learner’s overall performance meet the required evidences / standards? 


Yes No 
OVERALL EVALUATION 
COMPETENT NOT YET COMPETENT 


General Comments [Strengths / Improvements needed] 
Learner's signature: Date: 


Trainer’s signature: Date: 


Definition of Operational Terms 


Assessment: is the process of collecting evidence and making judgments on whether competence 


has been achieved. 


Benchmarking: is a process of comparing best practices to the current one using a defined 
objective criterion. The process compares programs and strategic positions of similar organizations 
using reference points in the formation of organization decisions and objectives. Comparing how 
an industry performs a specific activity with methods of some other organization doing the same 
thing is a way to identify the best practice and to learn how to lower costs, reduce defects, increase 


quality, or improve outcomes linked to organization or company excellence. 


Competence: is a broad concept comprising the possession and application of a set of skills, 
knowledge and attitudes which are necessary to successfully compete for jobs in the labour 
market; to be a productive and adaptable entrepreneur, employee or self-employed, and thus to 
contribute to personal empowerment in economic and social development. In brief, it refers to the 
possession of knowledge, skills and attitudes to the standard of performance required and the 
application of knowledge, skills and attitude required to complete a work activity to the standard 
expected in the workplace. The concept of competence focuses on what is expected of an 
employee in the workplace rather than the learning process, and embodies the ability to transfer 


and apply skills and knowledge to new situations and environments”. 


In brief, competent means to give work results. In two words competence comprises knowing and 
doing. The outcome of the two must be the expected result at work, being it product or service or 
decision. Therefore the concept focuses on what is expected from a worker rather than on the 
learning process. Competence includes all aspects of work performance, not only the ability to 


perform tasks and accomplish duties but also the dimensions of competence required. 


Core Competences: 
Basic Competences: 


Common Competences: are any of several skills or competences considered essential for people to 
participate effectively in the workforce. Common competences apply to work generally, rather 


than being specific to work in a particular occupation or industry. 


Common Skills: are transferable skills that are common to almost all complex endeavors. They 
include skills such as communicating, problem-solving; curiosity, patience, flexibility, purpose, 
persistence, resilience; courage and creating that apply across all specific fields. They enable us to 


organize, adapt, and strategically apply our specific skills in new situations and circumstances. 


Competence Standard: as used in, this term refers to industry-determined specification of 
competencies required for effective work performance. They are expressed as outcomes and they 
focus on workplace activity rather than training or personal attributes and capture the ability to 


apply skills in new situations and changing work of an organization. 


Elements of Competence: are main activities of a given competency and are described in outcome 
terms that a person must be able to perform in order to complete the work activity as indicated by 


the unit of competence. 


Task/Element: isa discrete, assignable unit of work that has an identifiable beginning and end, 
containing two or more steps which when performed, leads to a product, service or decision. This 


is normally performed within specified period of time. 


Evidence Guide: refers to a component of the unit of competency that defines or identifies the 
evidences required to determine the competence of the individual. It provides information on 
critical aspects of competency, underpinning knowledge, underpinning skills, resource 


implications, assessment method and context of assessment. 


Functional Analysis: is a methodology or technique used for developing occupational standard, 
particularly the competencies inherent in a function which may be a broad function/an occupation 


or a specific job. 


Occupational Analysis: is a Process or method for identifying the activities and requirements of 
workers and the technical and environmental factors of the occupation through observation, 
Interview and study. It comprises identifying the tasks involved in the occupation together with the 
skills, knowledge, attitudes and responsibilities that are required from the worker for the correct 


performance of the occupation, which facilitates its differentiation among the rest. 


Labor Market: refers to employers as buyers and workers as sellers, the purpose of which is to 


match job vacancies with job applicants and to set wages. 


Labor Supply: refers to the supply of workers, hours or effort for the production of goods and 
services, and is determined by the size of the population, and the number of hours worked by each 


individual. 


National TVET Qualification: defines the different occupational qualification levels to be awarded. 
The levels detail, the scope and composition of qualifications and degree of responsibility a 


qualified person assume in the work place. 


Occupation: is the type of work, which an individual does to earn a living, often defined in terms 


of the broad range of competences or duties required to do it. 
Occupant: 


Occupational Assessment: is a process of determining if the person possessed the required 


competences stated in the occupational standard. 


Occupational Standard: is composed of units of competence that define a particular scope of work 
resulting in a product, service or decision. It defines the competences that a person or individual 


must possess to be able to perform and be productive in the world of work. 


Performance Criteria: are evaluative statements that specify what is to be assessed and the 


required level of performance. 


Qualification Framework: is a quality-assured framework meant to serve as comprehensive, 
nationally consistent yet flexible system for giving recognition to the attainment of competence 


along the middle level occupations. 


Qualification: comprises of packaged competencies. It represents a clear meaningful set-up in the 
workplace and is aligned with the TVET Qualifications Framework Descriptor. Depending on the 
breadth, depth and scope of competency, a qualification may fall under national level I to V. The 
certification awarded to a person as recognition of achievement of cluster/group of competence 
that meet industry requirements for useful work and in accordance with the title and description of 


the National TVET Qualifications Framework. 


Quality Assurance: A planned and systematic activity of all actions necessary in developing an 
occupational standard to provide adequate confidence that an occupant will be able to do the 


intended work. 
Skills: are the acquired and practiced ability used to carry out a task or job. 


Skilled Worker: isa person who has acquired the competency based training required in performing 


a given work. 
Technical Skills: arethe knowledge, skill and attitude needed to accomplish in a given occupation. 


TVET-System: describes the system elements at policy, organizational/ administrative and 
operational level (e.g. standardization, occupational testing, certification, technical teachers/ 
instructor training, accreditation, financing mechanisms, etc), identifies the actors (TVET 
providers and institutions, government, private sector, employers, learners, society at large, etc) 
and their roles, and defines the relationships between different actors and system elements with 


respect to TVET regulation, provision, facilitation and oversight in Ethiopia. 


Unit of Competence: is a component of the competence standard stating a specific key function or 
role in a particular job or occupation serving as a basis for training an individual to gain specific 
knowledge, skills and attitude needed to satisfy the special demands or requirements of a particular 


situation. 


Government Wing: includes sector leading ministries, TVET providers and institutions, policy- 


makers, etc. 


Industry Working Group: is composed of representatives of industry practitioners, associations, 
organizations, TVET institutions, labor groups and concerned government agencies who are 
working directly with in skills planning, standards development, assessment and certification, and 


promotion of TVET. 


Stakeholder: is a person or organization used with an interest or concern in vocational education 
and training; including employers, trade unions, policy-makers, NGOs, clients and other 


institutions involved in human resource development and training. 


Key to Acronyms 


EOS: Ethiopian Occupational Standard 

FA: Functional Analysis 

FTA: Federal Technical and Vocational Education and Training Agency 
GTP: Growth and Transformation Plan 

IDP: Institutional Development Plan 

IES: Industry extension service 

LMI: Labor Market Information 

MSE: Micro and Small Enterprises 

MoE: Ministry of Education 

M&E: Monitoring and Evaluation 


NTIDPM: National TVET Institutional Development Plan Manual 


NTOQF: National TVET Qualification Framework 
NGOs: Non Governmental organizations 
OS: Occupational Standard 


OBTVET: Outcome Based TVET 
PBT: Project Based TVET 


SMART: Specific, Measurable, Attainable, Realistic, Time-bound 


SWOT: Strengths, Weaknesses, Opportunities, Threats 

TeCAT Technology Transfer 

TLTQF Technical, Leaders and Trainers Qualification Framework 
TVET: Technical and Vocational Education and Training 

TAP: Technical Advisory Panel 

TEP: Technical Expert Panel 

YBTVETO: YEKA BRANCH TVET OFFICE 


Objective 


The specific objectives of the manual are to: 

> specify the guiding principle in occupational standards development 

>» identify the procedures in the analysis of units of competence 

> align units of competencies with NTQEF and coding of units 

> state legal requirements of occupational standards 

> reveal occupational standards approval process 

>» clarify uses of occupational standards to users 

> indicate relationship of OS with curriculum 

> spell out relationship of occupational standards and assessment tools 

> outline the monitoring and evaluation in OS development and implementation 

> elaborate management of occupational standard documents 

> illustrate roles and responsibilities of different actors in the development of OS 

e To understand principle of quality and roles and dimensions of standard in TVET training. 

Organizations that have expressed interest in the movement of greater quality focus are: 

¢ World Bank (WB), 
e United Nations Educational Scientific and Cultural Organization (UNESCO), 


e United Nations Educational Scientific and vocational organization of culture 


(UNEVOC) 


e International Labour Organization (ILO) 


Background 


1.1 Introduction 


Survival in a globalized competitive environment demands and anticipates skilled, motivated, 
disciplined, adaptable and innovative workforce as well as technology to promote economic 
growth and development. In line with the Groth and Transformation Plan(GTP) of Ethiopia, it’s 
believed that the acquisition of such workforce and the transfer of technology can be realized, 
among other things through the provision of outcome-based Technical and Vocational Education 


and Training. 


Demand Oriented TVET uses the Occupational Standard (OS) as an indicator of the target or 
expected outcome for TVET delivery. Accordingly, OS is a key factor in the view of matching the 
world of work with education and training. The reason is that occupational standard encompasses 
the competences that a person must possess to be able to undertake production, service and 


decision. 


Therefore, it is important to create a comprehensive, coherent, integrated TVET system through 
the adaption and adoption of international best practices in to national standards, which could be 
used to design and develop program and curriculum for formal, non-formal and informal trainings 
delivered in different contexts to a variety of target groups as well as used as a base for 


Occupational Assessment and Certification systems. 


This manual comprises three main parts. While Part one covers the general basic information. Part 
two encompasses the features of Ethiopian TVET system, guiding principles and features of 
Occupational Standard (OS), conceptual backgrounds of OS development and uses of OS. Part 
three deal with OS development procedures and the roles & responsibilities of stakeholders in OS 


development and quality assurance mechanisms. 


The manual is the third revised version with some additional contents to that of the previous one to 
serve current demands. In the process, occupational standards development guidelines of different 
countries were consulted. Relevant experts are also involved in its development. It is prepared to 


provide procedures and method to be followed for developing occupational standards. 


In development of this manual, emphasis is given to make the manual user friendly by agency and 
industry experts, curriculum and assessment tool developers and industry/sector managers. It is 
designed and developed by the Federal TVET Agency Technical working group with the intention 


of facilitating occupational standards development in a uniform way. 


1.2 Scope of the Manual 


The scope of this manual is to describe the resources required (best practices and practitioners 
experience), the process followed and quality assurance mechanism applied in the development, 


implementation, maintenance and management of occupational standards. 


The manual concentrates on providing an outline of the method of functional analysis in the 
development of occupational standards, formulating the units of competence and matching these 


clusters of competences with the National TVET Qualification Framework. 


1.3 Objective of the Manual 


1. 3.1 General Objective 


This manual is prepared to provide guidance on what and haw of developing occupational 
standards. It concentrates on providing an outline of the method of functional analysis in the 


development of occupational standards, formulate the units of competence and matchthese clusters 


of competences with the National TVET Qualification Framework. It also helps as a guide on 
ways to transform occupational standards to training programs, curriculum and assessment tools 
development for competence assessment. Furthermore, it helps to review and approve, and manage 


occupational standards. 


1. 3.2 Specific Objectives 


The specific objectives of the manual are to: 
e specify the guiding principle in occupational standards development 
e identify the procedures in the analysis of units of competence 
e align units of competencies with NTQE and coding of units 
e state statutory and legal requirements of occupational standards 
e reveal occupational standards approval process 
e clarify uses of occupational standards to users 
e indicate relationship of OS with curriculum 
e spell out relationship of occupational standards and assessment tools 
e outline the monitoring and evaluation in OS development and implementation 
e elaborate management of occupational standard documents 


e illustrate roles and responsibilities of different actors in the development of OS 


1.4 Purpose of the Manual 


The purpose of the manual is to serve as a working guide tool by providing basic information for 
users on OS development. The manual serves as a reference to conduct job analysis, to prepare 
occupational standards and coupled processes of program design, curriculum development, and 
assessment. Its purpose is to provide interested bodies; Industry and sector leading groups a guide 


line for developing occupational standards. 


Part Two: Theoretical Concepts on Occupational Standards Development 
2.1 Features of Ethiopian TVET System 
2.1.1 The National TVET Strategy 


The general objective of the National TVET system as indicated in the Strategy (2008) With 
regard to labor market based occupational standards development and training delivery focused on 


outcome-based and demand orientation is: 


““.... to create a competent, motivated, adaptable and innovative workforce in Ethiopia contributing 
to poverty reduction and social and economic development through facilitating demand-driven, 
high quality technical and vocational education and training, relevant to all sectors of the economy, 


at all levels and to all people.” 
2.1.2 Guiding Principles of the National TVET System 


In executing the general and specific objectives in the strategy document nine guiding principles 
and seven conceptual principles are emphasized to guide and define further development and 
implementation of the TVET system. These principles will be discussed below briefly from the 


point of view of occupational standards development, which is the subject of this document. 


2.1.3 Guiding Principles 


The guiding principles include:demand-orientation; quality and relevance; equal access and equal 


opportunity; pathways; flexibility; life-long learning; and gender sensitivity. 


Demand-orientation: 


This principle infer, all TVET programs have to be in line with and respond to the skill needs and 
qualification requirements in the economy, i.e., industries (labour market). This implies that 
TVET delivery will critically base and focus on enhancing the competitiveness of all economic 
sectors through a competent workforce and towards improving people’s employability (wage and 
self-employment) to attain national development program targets. This is achieved through various 


mechanisms of quality management: 


e in aligning training programs with competence requirements in diversified fields of 
economic sectors(occupational standards); 

e maintenance of training delivery strategies and resources (trainers, facilities and 
infrastructure, and materials,) and 

e confirming attainment of occupational standards requirement through assessment and 


certification 


Quality and Relevance: 


An important mechanism for this will be the introduction of the system of occupational standards, 
assessment and certification to attain the highest quality and relevance of all TVET offers. Quality 
and relevance of TVET offers are assured through continuous support and guidance to training 
locations (institutions, companies) to achieve defined quality standards by improving human and 


material input resources. 
Equal access and equal opportunity: 


In principle, occupational standards are developed by experts representing different size of 
industries, public and private in order to take into consideration competences applicable to 
different situations so that they maintain national features. Besides, the national features of the 
occupational standards enable and encourage all willing target groups to be advantaged in different 
forms of delivery (formal, non-formal, and informal) regardless of the locations they are working 
/living, level of educational attainment, ethnicity, sex, age, culture affiliation and physical disparity 


as occupations and development are universal. 
Pathways: 


Development of occupational standards take into consideration hierarchal progression of unit of 
competences to aid vertical pathways and, organization of generic and sector common units which 
are non-repeatable in horizontal (between different TVET occupations and diagonal (between 
different qualification levels) mobility in training offer and competence assessment. This avoids 
time wastage and cost in all efforts to attain competences. Besides, it eases mobility within TVET 


system, general and higher education. 
Flexibility: 


Occupational standards are developed having thorough analysis of different sizes of industries by 
representative experts for their acceptance by different levels of stake holders. Attainment of 
occupational requirements in TVET delivery is based on varied options considering range of 
variables stated in each unit of competence. Competence application also depends on the size of 
the industry and resources available to demonstrate competence. Hence, Occupational standards 
development approach has room for occupational requirements of the various target groups from 
MSE to heavy industries through hierarchal organized unit of competences to qualification levels. 
By doing so, occupational standards promote flexibility and lively development of the TVET 


offers, and guide how people can choose and proceed with their individual occupational careers. 
Life-long learning: 


As guiding principles occupational standards guides training programs and alert the workforce to 
keep pace with latest occupational qualification requirements as the result of changes in 
technology and development in the organization of work. Hierarchical arrangement of discrete 


unit of competences enables occupants to upgrade their competence on the unit of competence(s) 


incorporated in the qualification as the result of technology change through modular approach 


training throughout their life. 
Gender sensitivity: 


Occupational standards are national standards elaborating requirements of knowledge, skills and 
attitudes expected from occupants to perform respective occupation to established workplace 
standard. As they are national standards, they apply to/ serve all citizens without discrimination 
providing equal opportunity for employment in any occupation they prefer as long as they prove 


occupational competence. 
Contributing to environmental protection: 


Based on this guiding principle competences focusing on environmental issues are incorporated for 
all qualification levels based on the nature of the occupation implying environment friendly as 
critical requirement of work places. Thus, TVET contributes to environmental awareness and 


sustainable uses of scarce natural resources and minimized environmental pollution. 
2.1.4 Conceptual Principles 


The conceptual principles comprise: making TVET institutions centers of technology capability 
accumulation & transfer; aiming at a comprehensive and integrated TVET system; stakeholders’ 
involvement; public private partnership; outcome-based approach; decentralization; and efficiency 


in the TVET System. 


Outcome-Based Approach 


The goal of the TVET system is to create a competent and adaptable workforce by filling-up skill 
gaps and skill shortages of different sectors of the national economy development. Attainment of 
the goal primarily demands setting of relevant occupational setting. This is because, Occupational 
Standards comprise unit of competences, which define the outcome of all training and learning 
expected by the labour market. In the outcome-based TVET system, TVET providers are obligated 
to enable trainees to develop the required knowledge, skills, and attitudes so that they are able to 
perform according to occupational standards, and prove their competences through assessment and 
certification. TVET system, therefore, is aligned into an outcome-based system through attainment 


of identified competences needed in the labour market. 


Stakeholder Involvement 


TVET operates at the interface of different stake holders in all economic sectors of the economy 
should be involved. Thus, in order to serve the interest of the sectors, the TVET system must be 
steered and implemented with the involvement of a wide stakeholder group. Different stakeholders 
will contribute their own expertise, experience and capacities, in order that their combined efforts 


improve the relevance and effectiveness of the TVET system. The active involvement of different 


stakeholders in quality assurance throughout the process; occupation identification, development 


and approval stages of occupational standards are the major roles to be noted. 


2.1.3 National TVET Qualifications Framework (NTQF) 


The organization of qualifications is one of the most basic features of any system of education and 
training. The principles of a qualifications framework such as portability and transparency of 
qualifications lead to criteria with which all providers of qualifications are expected to comply. 
Qualification Framework establishes commonality across different qualifications and specifies 
qualifications in terms of standards, levels and outcomes. Qualification Framework embodies a 
principle of similarity which either involves a common approach to assessment across all 


qualifications or a set of criteria with which any specific assessment scheme has to comply. 
Similarly, NTQF: 


e Constitutes the key elements of the reformed outcome-based and demand-oriented 
Ethiopian TVET system with the aim to increasingly leading TVET towards the demands 
of the labor market. 

e Encompasses all TVET qualifications in the country and rationalizes all TVET into a single 
nationally recognized qualification. 

e Outlines the key pillars on which it rests namely; occupational standards, pathways and 
credit accumulation and transfer, and assessment and certification. 

e Defines the value of qualifications, ensure that different qualifications are comparable, and 
facilitate horizontal and vertical mobility between different occupational areas and between 


different qualification levels. 


NTQE defines the five levels of TVET Qualifications to be awarded and their respective level 
descriptors.The levels of qualifications and their descriptors explain the scope of knowledge, skills 
and abilities, which together make up competences, techniques of working, accountability and 
degree of responsibility,relationships and work environment a qualified person can assume in the 


workplace. 
These descriptors provide important information on the characteristics of the work that people who 


hold specific qualifications should be able to perform including — 


e problem solving capabilities 

e information processing capabilities 

e the operational environment in which work is performed 
e level of knowledge and skills 


e level of responsibility and accountability 
The main features that distinguish NTQF from previous qualifications systems can 


be summarized as follows: 


e Qualifications are described in terms of a single set of criteria or a single definition of what 
is to count as a qualification. 

e Qualifications are ranked on a single hierarchy expressed as a single set of levels each with 
its distinct level descriptors. 

e Qualifications are classified in terms of a comprehensive set of occupational fields. 

e Qualifications are described in terms of performance outcomes that are independent of the 
site, the form of provision and the type of pedagogy and curriculum through which they 
may be achieved. 

e A national framework of qualifications provides a set of benchmarks against which any 
learning and/or RPL can be assessed in terms of its potential contribution to a qualification. 

e All qualifications are defined in terms of unit of competences, which describe knowledge, 
skills and attitudes required to perform work to the standard required as per workplace 
requirement 


Relationship of OS and NTQF 


When the OS is developed they are also matched with the National TVET Qualification 
Framework (NTQF). This is to determine the level of qualification as defined in the framework. 
The basis for aligning occupational standards with NTQF rests on analysis of unit of competences 


using level. 


Globalization — Example 
e Australian Quality Training Framework (ATQF) 


e Established in 2001 as a body for providing minimum quality standards for the registration 


of training organizations in Australia 


e 2007, this body has gone beyond its prescriptive minimum-standards view of quality by 


introducing additional criteria called the “excellence criteria” 
e Philippine TVET Qualification Framework (PTQF) 


e Established in 2004 as a body for providing minimum quality standards for the registration 


of training programs and organizations in the Philippines. 


e@ National Council on Technical Vocational Education and Training (NCTVET) Jamaica 


e Established in 1992 as a body for providing minimum quality standards for the registration 


of training organizations in Jamaica. 


@® became a member of the Association of Commonwealth Examination and Accreditation 


Bodies (ACEAB) in 2000 
© Now focusing on quality assurance for all TVET institutions in Jamaica 


Guiding Principles in Occupational Standard Development 


Principles are basic rules and beliefs which guides actions in an outcome-led technical vocational 


education and training. These principles are described as follow: 
2.1.5 Expressing Occupational Competence as Outcomes 


Occupational standards and TVET Qualifications are expressed as outcomes. This is the required 
end result for the assessment of competence. In this way, defining what has to be achieved rather 
than prescribing how it should be achieved provides the necessary flexibility and adaptability in an 
increasingly competitive international environment through allowing competence to be 
demonstrated in a number of ways. This is a fundamental characteristic of TVET Qualifications 


and the Occupational standards on which they are based. 


Occupational standards need to be designed so that all aspects of competence in the occupational 
role are covered. This is important if TVET Qualifications are to promote efficient and effective 
outcome-led training. TVET Qualifications therefore need to be built around broadly based 


standards to ensure that individuals can cope with changes in their working pattern. 
2.1.6 Considering Current and Future Market Demand 


The paradigm shift of TVET system is the orientation at the current and anticipated future demand 
of the economy. The major objective is to provide employers and occupants with common 
understanding of what is required for a particular employment in the labor market nationally as 


well as internationally. In this way, a perfect match of labor supply and demand will be achieved. 
2.1.7 Considering Currently Recognized Occupations 


The Occupational Standard defines the national standard for a certain occupation. However, it 
should be observed that the OS needs to allow a certain amount of flexibility within the respective 
occupation that resulted from disparate national and local requirements as well as differences in 
requirements according to specific company contexts. An adequate concept including procedures 
and processes must be developed in a pragmatic way by adopting and adapting to the context in an 


existing suitable and proven approach for OS development. 
2.1.8 Considering International Best Practices 


Global competitiveness demands competent work force and relevant technology. In this context, 


international best practices play a pivotal role as a reference and basis for the development of OS. 


2.1.9 Flexible Form and Pathway in Occupational Standard 


Occupations should neither be too narrow nor too broad. Defining the occupation too narrowly 
may lead to qualifications which limit the job opportunities of the occupant; and defining the 
occupation too broadly may result in a TVET-program that requires more time and resources than 
is reasonable and in trainees who are not specialized enough to meet the specific occupational 


requirements of potential employers. 


Therefore, occupational Standards are defined to reflect the range of variables of an occupation. 
The acquired occupational qualification shall be broadly transferable and marketable across the 


industries to have an impact on flexibility and mobility. 
2.1.10 Considering Technology and Economic Change 


Occupational requirements change as a result of technological development. Therefore, periodical 
revision of OS is vital to maintain alignment of competencies required to meet the demand 


orientation of the labor market. 
2.1.11 Involvement of Appropriate Stakeholders 


Working with the demand side is a key factor of OS Development process. The quality of 
Occupational Standards largely depends on getting the “right” experts from the demand side of the 
industry. With regard to experts representing the industry, it is important to cover the entire 


spectrum of the sector to reflect local disparities. 
2.1.12 Getting an Approval from the Relevant Industry 


Occupational Standards are bases for program and curriculum design, training, assessment and 
certification for different training providers. Thus acceptance and recognition of all stakeholders 


need to be achieved. 
The main issues related to guiding principles of occupational standards are : 


e identifying the main roles and responsibilities within a defined occupational area 

e including relevant technical, planning and problem solving skills, the ability to work with 
others and use information technology 

e reflecting best employment practice — describing both existing and emerging practice 

e describing what is essential for successful performance 

e specifying what an individual needs to know and understand to do their job 

e describing what an individual should achieve, not how they should do it 

e including any statutory or legal obligations and health and safety requirements 

e including any relevant environmental aspects which are critical to the competence 

e capturing occupational characteristics such as ethics, values and creativity 

e writing in plain language and in a format that makes sense to the people who will use them 


e being free from any overt or covert discrimination against any sector of the community 


e provide a satisfactory basis for the design of curriculum & assessment 
e meeting the needs and have the support of all significant groups of employers and potential 
users 


e distinguishing clearly between occupational standards and qualifications 
2.1.13 Characteristics of Occupational Standards 
2. 1.13.1 Knowledge 


OS include knowledge of facts, principles and methods which ensure that the person who measures 
up to the standard can be effective in other organizations, related job roles and work contexts and 


be better placed to deal with the unusual or unexpected experience. 


Knowledge is used to describe what people need to know if they are to perform competently. The 
application of knowledge is fundamental to the concept of occupational competence and is one of 
the defining characteristics of occupational standards. Occupational standards show the outcomes 


of competent performance including the essential knowledge required. 


More importantly, it covers the application of knowledge which underpins competent performance. 
This may be heavily dependent on a large and complex knowledge base, such as that of a 
professional discipline. However, in expressing knowledge, it is essential that standards setting 
bodies concentrate on the critical aspects of knowledge, specifying that it is useful to support the 


transfer of competence to new situations and different contexts. 


Specifications of knowledge are essential to an effective definition of competence performance. 
Work on this aspect should, therefore, proceed in conjunction with the definition of competent 


performance. 


Areas of knowledge which are integral to competent performance will be identified during the 
analysis of roles and responsibilities. The form, scope and application of knowledge will influence 


the expression of the occupational standards to produce a mix of: 


e knowledge of relevant facts, theories and principles; 


e How knowledge is applied in competent performance. 


The essential knowledge needs to be made clear and written at a level of detail that will encourage 
consistency of interpretation. Where possible, links with the knowledge requirements in other units 
should be made. In some cases, it may be helpful to identify an overarching body of knowledge 
which a qualification covers. It is important, however, to ensure that for the purposes of 


assessment and certification, each candidate can achieve each unit separately. 
Clear specifications of knowledge include: 


e covering aspects of performance e.g. safe and healthy work practices; 
e covering the different circumstances in which the standards need to be met; 


e ensuring that performance can be transferred to an appropriate variety of situations; 


e Indicating where the creative use and combination of knowledge should be sought. 
Knowledge specifications should not: 


e relate specifically to a single organization’s requirements; 
e lead to inconsistent interpretation, especially with respect to assessment; 


e Be long lists of that which is desirable rather than essential. 
2. 1.13. 2 Skills 


Competence and skill are not the same things. People need skills to be competent, but competence 
is about applying skills, knowledge and attitudes to achieve a work function. Welding is a skill. 
Repairing a broken plough which involves welding is a function. Welding in itself has no purpose 
for an employer or customer but repairing a plough does. Being able to add and subtract is a skill. 
Producing a profit and loss account is a work function. You need one to do the other, but they are 


not the same thing. 


2. 1.13. 3 Attitude 
(To be completed) 
2.1.14 Standard of Performance 


Occupational standards mustshow the standard of occupational competence to be reached for the 
stated outcomes. In this context, competence means the ability to apply knowledge, skills and 
attitudes to achieve effective performance to the standards required at workplace. This includes 


solving problems and being sufficiently flexible to meet changing demands. 


In order that a candidate’s competence can be assessed against the occupational standards, the 
standards need to outline clearly the quality of performance required for the outcomes contained in 
the units. They must enable users to distinguish accurately between competent and non-competent 


performance. Therefore, Occupational standards must be: 


e clear, unambiguous and concise 
e relevant and essential 


e abasis for the consistent assessment of competence 
2.1.15 Breadth 


Breadth refers to depth and complexity of knowledge and skills that would prepare a person to 
perform in a range of varied activities or apply knowledge. Where there is a clearly defined range 
of contexts in which the choice of actions required is usually clear, there is limited complexity in 
the range of operations to be applied. Performance of a prescribed range of functions involves 
known routines and procedures and some accountability for the quality of outcomes. Applications 
may include some complex or non-routine activities that involve individual responsibility or 


autonomy and/or collaboration with others as part of a group or team. 


Occupational standards must: 


include relevant technical, planning and problem solving skills, the ability to work with 
others, the ability to apply knowledge and other skills which will enhance flexibility in 
employment and promotional opportunities; 

Ensure that the competence is broad enough to give flexibility in employment and be 


capable of adaptation to meet new and emerging occupational patterns. 


In order that occupational standards cover all aspects of occupational competence, they must 


include all relevant skills required for a modern and flexible workforce. Many of these skills are 


covered by the common units. 


2. 1.14 Features of Occupational Standard 


Occupational standards specify the standards of performance that people are expected to achieve in 


their work, and the knowledge and skills they need to perform effectively. Therefore, occupational 


standards possess the following features those distinguish them from other standards. 


2. 1.14.1 National Nature 


Occupational Standards are national because they; 


Apply to the whole of country and can only be developed by sector leading 
agency/Employers with involvement of relevant stake holders (industry experts, 
professional Associations, civic associations, etc.) 

Are not individual company standards. Individual organizations sometimes develop 
standards or competence frameworks. Some of these may look like OS, but they are not. 
OS can only be developed by involving a representative sample of organizations in the 
occupation to which the OS apply. This will include large, medium-sized small and ‘micro’ 
organizations self-employed. Depending on the sector, the sample may include 
organizations that specialize in certain products and services and those that are more 
general. OS, therefore, are genuinely representative of a sector as a whole and in all parts of 
the country, not just for one organization. 

Are approved at national-level. This approval process involves sector ministries and 
associations delegated by the federal government in the approving through the Federal 


TVET Council. They are agreed by employers and employee representatives. 


2.1. 14.2 Occupational Nature 


Occupational Standards are Occupational because they; 


define all the key functions someone should be able to carry out in an occupation — for 
example, crop production, human resource management, Instrumental playing, Automotive 


engine servicing, furniture making, plumbing, etc. 


e describe occupational functions, i.e., OS is designed by analyzing an area of work, mainly 
using the input of employers and others who have a close interest in the occupation — 
practitioners, professional bodies, professional associations and trade unions, where 


relevant. 
2.1.14.3 Occupant Standards 
Occupational Standards are occupant standards because they; 


e Describe not just the essential things that people in an occupation must be able to do, but 
also cover the outcomes they must achieve. 

e Represent a consensus view amongst a variety of employers that they describe best 
practice. Because they need official approval, they cannot be varied until they have been 


through official review, updating and re-approval. 


The analysis of the occupational area is not static and the nature of occupations can change with 
employers seeking new skills and knowledge. Hence, like all other standards, OS must be kept up- 


to-date. Once they are developed and published, their use should be monitored over time. 


The process of developing standards therefore requires review and revision with opportunities for 
feedback to allow appraisal and reworking. This will ensure that standards cover all the aspects 


required in the occupation and that all components of occupational competence are covered. 
2.1.14.4 Dimension of Competence 


Effective workplace performance requires not only isolated technical skills, but the knowledge and 
attitudes to apply those skills in routine and non-routine situations. People are considered to be 
competent when they are able to apply their knowledge and skills to successfully complete work 


activities in a range of situations and environments. 


In a net shell, to be competent means to give work results. In two words competence comprises 
knowing and doing. The outcome of the two must be the expected result at work, being it product 
or service or decision. Therefore the concept focuses on what is expected from a worker rather 
than on the learning process. Competence includes all aspects of work performance, not only the 
ability to perform tasks and accomplish duties. The table below summarizes the four dimensions of 


competence required to be possessed by competent occupant 


Task skills: Task management skills: 


Ability to complete a work activity to the | Ability to deal with a combination of these 
required standard. This means being able to | tasks (managing a number of different 
perform the individual specific actions as | tasks) and performing them at the expected 
well as the whole task. level of performance. This means working 
efficiently to meet deadlines, handle a 


e.g. use a photocopier 


; ; ; sequence of interrelated tasks, and progress 
Task skills are usually described in elements 
aw smoothly between tasks. 
and performance criteria 


e.g. select a right paper and functions. 

Task management skills are usually found 
in the performance criteria, underpinning 
knowledge and skills, and sometimes in 


range statements 


Contingency management skills: Job role/ environment: 


Ability to deal with unexpected situations | It refers to capacity to integrate tasks in the 
(problems and irregularities) which might | work environment. It is dealing with the 
occur while working, such as: responsibilities and expectations of the 

s> “preakiawne work environment when undertaking a 


: : work activity, such as: 
e changes in routine 


e unexpected or atypical results or ¢ working with others, 
outcomes e interacting with clients and 
e difficult or dissatisfied clients suppliers 


e.g. clear paper jams e complying with standard operating 
procedures, 
Contingency management skills are usually 
e Observing enterprise policy and 
found in the critical aspects of competence, 
procedures. 
performance criteria, underpinning 


knowledge and skills, and sometimes in | 2: liaise with team members on print job 


range statements PeqUIFe Ment 
Job role/kills are usually covered 
environments in common competences 


and, underpinning knowledge and skills 


Table 40: The four dimensions of competence 


The dimensions that apply to a work task may be found in the different parts of a unit of 
competence, that is, in the elements, the performance criteria, and the range of variables statement 
or evidence guide. Not every unit of competence will necessarily contain all four dimensions, 


however, in a group of units they should be covered effectively. 


Dimensions of competence must be taken into account when an assessor is gathering evidence of a 
candidate’s competence for a unit, and assessment should be designed to address these 
accordingly. Case studies, questions, simulated work events, and “what if’ scenarios are useful 
strategies for trainers to use to assist learners to acquire and demonstrate these capabilities. 


Working with the dimensions of competence highlights some critical points for assessors: 


e It’s important to know what’s inside a unit of competency — more than just the performance 
criteria. 

e Having a good understanding of what the work involves also helps an assessor interpret the 
unit of competency. 

e Watching a person use their skills is not enough. It’s critical for assessors to ask questions 
that explore the candidate’s knowledge of the job and their ability to solve problem. 

e An assessment (including RPL) that doesn’t explore dimensions of competency is not a 
valid assessment. 

e Assessment of these skills also needs to be recorded so that the assessment is NTQF 


compliant. 
2.2. Statutory and Legal Requirements 


Occupational standards must include any statutory or legal obligations. Complying with the law is 
an essential component of competent performance. A competent individual must understand and 
be able to work within legal constraints. The most obvious areas in which legal requirements will 


influence statements of competence are the: 


e requirements and responsibilities imposed on individuals and organizations such as health 
and safety or age constraints 

e legal constraints affecting specific occupational practice, such as confidentiality, and the 
giving of advice or disclosure 

e implications of someone not complying with legal requirements 

e thinking through legal implications early in the process of defining competence will 


contribute to the quality and breadth of the final Occupational Standards 
2. 2.1 Health and Safety 


Occupational standard must include any health and safety requirement. It needs to cover any 
hazards associated with the workplace and the nature of the risk involved. It is important that the 


occupational standard must identify the health and safety requirements clearly and specifically. 


Aspects of health and safety may be embedded within units or be contained in separate unit 


depending on the specific requirement of the sector. 


As standards are tested for their adequacy in the course of the development process, health and 
safety issues should be examined comprehensively. They should be seen as integral to competence 


and be expressed in terms of ‘safe performance’. 
2. 2.2 Environmental Aspects of Competence 


Occupational standards must include any relevant environmental aspects which are critical to 
competence. Care and concern for the environment is now a key issue both globally and locally. 
There are signs of growing demands from employers, employees and the wider community for 


increasing positive environmental action. 


Occupational standards need to ensure that all relevant environmental aspects have been covered. 
In some occupations, particularly high risk areas, the views of environmental regulators are 


important and should be sought. 
2. 2.3 Ethics and Values 


Occupational standards mustinclude any relevant occupational characteristics which are ethical, 
creative or value based. They should seek to capture all the various occupational demands which 
may be identified as creativity, ethics and values. This involves making explicit the characteristics 


of effective performance which are subsumed under these broad terms. 


Ethics and values in the context of occupational standards refer to the ethical framework for the 
occupational role. It is important to address this issue early in the standards development process. 


It normally involves two stages: 


First, Identifying the possible issues for consideration. This may be approached through agreeing a 


framework of ethical principles for the occupational area; 


Second, integrating these issues into occupational standards. Considerably, methods of identifying 


ethical issues may vary between sectors. 
Therefore, a number of sources will need to be considered including: 


e Mission statements, written codes of practice, ethical guidelines and procedural guides, 
statements of entitlement and charters etc. 

e complaints received from the public about services 

e case studies 

e quality assurance procedures 


e client and stakeholders needs, rights and expectations 


2. 2.3 Language 


Occupational standards mustbe written in plain language and in a format which is easily 
understood by those who use the standards. Consistency of assessment can be enhanced through a 
shared understanding of the occupational standards. It is important that the language of the 
standards is acceptable to the people who use them (employers, assessors and candidates). The 
occupational standards should be expressed in a language and style that makes sense to the above 
users. It is also important to make sure that the meaning of words used to describe the competence 
is clear and unambiguous. English language is used to develop the original National occupational 


standards development so that translation in to the other local languages will follow. 
2. 2.4 Addressing Access, Equity, Gender & Cultural Diversity 


The occupational standards must reflect the range of knowledge, skills and attitudes required in the 
Industry. They are written in a non-exclusive manner so as to increase the participation rates of 


females and under-represented groups to minimize unintentional bias. 


As a matter of policy, the occupational standards do not exclude anyone from participating in 
standards development, training and employment. This includes encouraging under-represented 
groups such as women, people with disabilities, and people from rural and remote areas or cultural 


diversity to join the Industry. 


Occupational standards must be free from any overt or covert discrimination against an individual 
either in the wording or content. Thus, standard setting bodies should ensure that the standards 


promote equality of opportunity and access to TVET Qualifications. 


Equal opportunities principles should be clearly specified within the Occupational Standards, 
reflecting both legislation and the principles of TVET Qualifications. Occupational standards 


should embody equality of opportunity in their design. There are two aspects to this: 


e Occupational standards should be free of any requirement or wording that discriminates in 
an unjustified way against beneficiaries; 

e Occupational standards should be free of any requirement which has the effect of unfairly 
discriminating against any individual. This reflects current legislative requirements and 


society’s concern with promoting equality of opportunity. 
2.3 Uses of Occupational Standards 


Occupational standards are statements of work performance reflecting the ability to successfully 
complete the functions required in an occupation, as well as the application of knowledge, skills 
and understanding in an occupation. Hence, Occupational standards in their essential form specify 
the standard of performance an individual must achieve when carrying out a functionin the 


workplace, together with the knowledge they need to meet that standard consistently. Essentially 


OS are benchmarks of good practice. On the basis of the above intent OS among many uses serve 


the following purposes. 
a) Serve as Basis for Curriculum Development 


Occupational standards are defined in terms of activities performedby a person in a given 
occupation whereas education and training standards are developed from the activities defined in 
occupational standards, and they include learning outcomes and learning activitieswhich ensure 
that the necessary skills and knowledge are developed by a person to enable him or her to perform 


at an agreed level in an occupation. 


In cognizant of the aforementioned facts occupational standards will serve as bases for developing 
competence based TVET curriculum. Thus; competence based curriculum development and 
revision is a systematic, logical, and dynamic process for achieving organized TVET training. In 
this case, occupational standards enable curriculum developers/educators to logically articulate the 
characteristics of the competent graduate and the curriculum design, as well as the content, 
teaching and training methods and material, assessment of trainees’ achievement, and TVET 


program evaluation. 


All the curriculum development and designs must have concern with learners, subject matter, and 
training processes. And the key to good competency based TVET curriculum or module design is 
to build logical links among desired outcomes, teaching and learning methods, and the assessment 


of trainees’ learning based on the occupational standard at hand. 


To sum up, Occupational Standards describe the work that is performed. Curriculum describes the 
training that a person needs to take in order to perform the work described in the occupational 
standards. The figure below illustrates the relationship of Occupational standard and TVET 


curriculum and how occupational standards are transformed into the TVET curriculum. 


Table 41: Transforming OS in to Curriculum 


Occupation Standard component —_ CeCe 


Occupational standards title Training program title 
Unit of Competence Title Module title 

Unit Competence Code Module code 

Unit Descriptor Module description 


Element of Competence Learning Outcome 


Performance Criteria Assessment criteria 


e Content 


Range of Variables e Resource conditions 


e Contents 


Critical Aspects of competence e Learning outcomes 


e Contents 


Underpinning knowledge and e Learning strategies 


attitudes e Assessment criteria 
e Contents 
ee : e Learning strategies 
Underpinning skills 
e Assessment criteria 
Resource conditions 
e References 
Resource implications e Infrastructure 
e Consumable materials 
e Tools and equipment 
Methods of Assessment e Assessment methods 


e Learning strategies 
Context of Assessment 


b) Serve as basis for assessment 


Occupational Standards must provide a satisfactory basis for assessment. They should be written in 
a way which enables the awarding body to develop the detailed assessment instruments and 
guidance for an NTQF. The standards developing team need to ensure that the requirements for 
performance evidence, Knowledge are clearly identified, and that the language of the standards is 


understandable by users in order to be used for assessment purposes. 


The general principles for assessment of occupational competence are stated in the OS in the 
context of assessment part. This includes the acceptability of simulation and the conditions under 
which it should be used (context of assessment), information on occupational expertise of 
assessors and verifiers, and how independent assessment or other equally effective external quality 


control on assessment is to be achieved. 


Table42: Transforming OS in to Assessment Tool 


Occupation 


component 


Standard — tools 


Occupational standards title 


Occupational standards title 


Unit of Competence Title 


Project title (unit based) 


Unit Competence Code 


Unit Competence Code 


Unit Descriptor 


Project description( unit based) 


Element of Competence 


Task in project 


Performance Criteria 


Evidence plan 


e Assessment items content 


Range of Variables e Resource conditions 

Knowledge and practical tools 
Critical Aspects of 

Critically required to be observed and demonstrated, 
competence 


performed to the required standards contents 


Underpinning knowledge and 


Knowledge tool 


e Demonstrable through Oral questioning, 


attitudes 
expression/interview/ and written tests 
Practical tool 
e Demonstration and _ observation oral 
Underpinning skills questions 


e Learning strategies 


e Assessment criteria 


Resource implications 


List of resources to undertake assessment 


e Consumable materials 
e Tools and equipment 
e OH &S requirements 


e Information sources 


Methods of Assessment Assessment methods 


Context of Assessment - (Usienesellnicener 


e Practical 


c) Basis for Human Resources management and development 


Although OSs are often used to build qualifications and training programs, sectors, organizations 
or individuals can use OS as the platform for almost any other aspect of human resource 


management and development to improve their performance, for example: 


Organizations can use OS to: 


e performance appraisal and development systems 

e Reflective practice and continuing professional development. 

e identify and plan personnel requirements 

e develop job descriptions and person specifications for staff and volunteers 

e design and implement recruitment and selection processes 

e design, deliver and evaluate short term training 

e assure quality of staff and volunteer performance across the organization 

e meet the indicators for external accreditation, such as Investor in People 

e use common standards of performance and quality in partnerships with Other organizations 
and agencies 

e demonstrate the competence of the organization when applying for funding, or tendering 
for projects 


e provide links to the requirements of professional bodies 


Managers can use OS to: 


e provide induction for staff 

e audit the skills required in an occupation; 

e identify an individual’s development needs 

e plan appropriate development and training 

e review the relevance of existing training programs; 
e improve the methods used in an occupation; 

e establishing a basis for accurate staff recruitment; 
e evaluate the performance of staff; 

e planning and problem solving; 


e provide individuals with necessary coaching and mentoring support 


e delegate responsibilities to staff 
e ensure that individuals and teams achieve their objectives 


e use nationally agreed criteria to carry out performance reviews fairly and consistently 


Individuals can use OS to: 


e develop their self confidence and enhance their personal and professional effectiveness 
e track their skills against the requirements of a specific occupational area 

e ensure best practice at work 

e comply with statutory requirements 

e receive constructive and objective feedback from their manager and others 

e build a bridge from unpaid to paid work 


e gain a nationally-recognized qualification 


2. 3. Components of Occupational Standard 
2.3.1. The Format of Occupational Standards 


In a national context, standards should be developed around a broad common format. A common 
format allows the recognition of competences across occupation; and a shared understanding of 
what an occupational standard mean. The development of a common format for occupational 
standards enables the promotion of national consistency and help to ensure that standards are 
easily understood by various users, i.e. employers, human resource managers, training planners,’ 


trainers, and individuals. 


The format details the sequencing, wording and layout for the occupational Standard, and 
comprises a description of the occupation with all the key components of a unit of competence and 


includes the following: 


1. Cover page comprises: 


e Logo of ministry of education (right) and federal TVET Agency (left) 

e Title of occupational standard and NTQE levels included 

e Octagon(eight-sided) shape with pictorial illustration of different representative disciplines 
e Date of development 

e Footer table: comprises page, copyright information, name of occupational standard, 


version number and date of development of the version 


2. Introduction (Title case, Centered, Font 14 and Bold) 
Unit of competence chart- The chart shows overviews of all Units of Competence for the 


respective level including the Unit Titles and the Unit Codes. It indicates cluster of unit of 


competences for each qualification level included in the occupation in descending order 


from highest level of qualification to the lowest level 


4, Details of Unit of Competences — This is the main body of the document which present 
Cleaning e Brooms e Paper towel e Wax 
equipment, supplies | e Dust pan and brush ¢ Flower vase paper/aluminum 
and materials e Cleaning e Drinking water foil 
implements e Serving tray e Talcum powder 


e Floor carpet 

e Water hoses 

e Bucket 

e Dining table 

e Water pitcher 

e Table cloth 

e Flowers 

e Bed w/bed cover 
e Spoon and Fork 
e Knife and Plate 


e Cleaning detergent 

e Scrubbing foam 

e Pillow and case 

e Bed mattress 

e Dish pan 

e Dish sponge/dish 
cloth 

e Pan with hot water 

e Rolled newspaper 

e Cleaning rag 


e Bowl cleaner 

e Toilet disinfectant 

e Acid cleaner 

e Soup plate w/bowl 

e Drinking 
glass/goblet and 
cups 

e Serving dish 

e Rubber spatula 

e Floor mop 


Details of the units indicated in Unit of Competence Chart 


S: Occupational map- presents types of occupations, hierarchical structure of the 
qualification levels in the occupations and/or related occupations and the pathways in the 
sector/sub-sector. In the occupational map light yellow is used for level one, dark yellow 


for level two, and green for level three, pink for level four and blue for level five. 


e Wine glass 


e Serving utensils 
Pad De PS Der Pear 


e Sponges /scourer 
e Squeegees (various 


cizaoc) 


e Toilet bowl swab 
e Toilet caddy 


Onn ae a. 1 22) 2 


Variable Range 


e Cob-webber 
e Hoses 


e Drop sheets 


duster/cleaning 
cloth 

e Vacuum cleaner with 
circular brush 

e Glass cleaning 
equipment 


Annex 1: Tools equipments and machines for the program 


2. Domestic help level I 


1.1 Tools (the following tools are included but not limited) 


= Brooms 

= Dust pans and brushes 
= Cleaning implements 
= Water hoses 

= Buckets 

= Lint free cleaning cloths 
= Squeegees 

* Scrubbing foam 

= Dish pans 

= Dish sponges 

= Rubber spatulas 

= Floor mops 

= Spray bottles 

=  Anti-static dusters 

= Cobwebbers 

= Cleaning rags 

= Dust mops 

= Gloves 


= Aprons 


1.2 Equipments and machines (the following Equipment and machines are included but not 


limited) 
= Steam pressers 


= Utensils and plates/ serving pieces 
= Pans 


= Beds 


Broiler 

Coffee maker 

Electric opener 
Garbage disposal units 
Portable heater 

Range (electric/gas) 
Stove (electric/gas) 
Tilting skillet 
Washing machine 
Electric fans 
Air-conditioning units 
Overhead projector 
Projector screen 
Weighing scale 
Bulletin board 

Armed chairs 
Directional signage 
Emergency lights 

Fire extinguishers 
Office tables 
Instructor’s desks 
Conference table 
Computer table 
Telephones 

Wall clocks 

Steel cabinets w/ locks 
First aid cabinet 
Computer units 
Camera (still or video) 
Multimedia equipment 
Sound system 
Vacuum cleaner 


Toilet caddies 


» “A” frame ladders 
= Food processor 
= Grills 
= High pressure steamer 
=» Microwave oven 
= Oven (electric/gas) 
" Refrigerator 
« Tilting skillets 
= Toaster 
= Electric knife 
=  Blender/juice maker 
= Rice cooker 
= Dish washers 
= Driers 
= Irons 
*  Troning boards 
= Steam pressers 
3. House hold service Level II 


1.1 Tools(the following tools are included but not limited) 
= Brooms 
= Dust pans and brushes 
= Cleaning implements 
= Water hoses 
= Buckets 
« Lint free cleaning cloths 
= Squeegees 
= Scrubbing foam 
= Dish pans 
= Dish sponges 
= Rubber spatulas 
= Floor mops 
= Spray bottles 
=  Anti-static dusters 
= Cobwebbers 


= Cleaning rags 


= Dust mops 
= Gloves 
= Aprons 
1.2 Equipments and machines (the following Equipments and machines are included 
but not limited) 


= Steam pressers 


= Utensils and plates/ serving pieces 


= Pans 
= Beds 
=" Broiler 


" Coffee maker 

= Electric opener 

* Garbage disposal units 
= Portable heater 

= Range (electric/gas) 
= Stove (electric/gas) 
= Tilting skillet 

= Washing machine 

« Electric fans 

= Air-conditioning units 
= Overhead projector 
= Projector screen 

= Weighing scale 

= Bulletin board 

=» Armed chairs 

= Directional signage 
= Emergency lights 

= Fire extinguishers 

= Office tables 

« Instructor’s desks 

= Conference table 

= Computer table 


= Telephones 


= Wall clocks 
= Steel cabinets w/ locks 
= First aid cabinet 
= Computer units 
= Typewriter 
=" Camera (still or video) 
= Multimedia equipment 
= Sound system 
=» Vacuum cleaner 
= Toilet caddies 
» “A” frame ladders 
= Food processor 
= Grills 
= High pressure steamer 
= Microwave oven 
= Oven (electric/gas) 
" Refrigerator 
« Tilting skillets 
= Toaster 
= Electric knife 
=  Blender/juice maker 
= Rice cooker 
= Dish washers 
= Driers 
=  Trons 
*  Troning boards 
= Steam pressers 
4. Care giving level II 
3.1 Tools (the following tools are included but not limited) 
=  Airpot (Hot Water) 
» Skillet 
= Garbage bin (biodegradable and non-biodegradable 


* Urinal 


Basin (small) 

Baby bath tub 

Flat sheet 

Gloves —household 

Gloves — surgical 

Cutlery 

Gown (hospital) 

Hot water bag 

Ice cap 

Face towel/ towelette 

towel/ towelette 

Blanket 

Comforter 

Bedpan 

Bottle brush (cleaning feeding bottles) 
Burping cloth 

Baby clothes 

Baby blanket 

Carpet 4 ft.x 8 ft. 

Clothes brush 

Clothes humper 

Clothes rack 

Clothes, linen and fabrics for laundry 
Pot holder 

Apron 

Crutches (adjustable) 

Grooming kit (hairbrush, comb, nail cutter, nail brush) 
Hand towel 

Feeding utensils (Child and adult) 
Measuring cup 

Medical tray 

Mixing bowl 

Pail 

Peeler 

Kettle 

Pick up forceps 

Pillow and Pillow case 


Portable mixer 


= Potato masher 

= Record book 

= Rubber sheets 

= Silver ware 

= Soap dish 

= Tong (plastic/rubber) 
* Electric knife 

« Electric opener 

* Cooking utensils 

= Cutting board 


= Pots and pan 


3.2 Equipments and machines (the following Equipments and machines are included 
but not limited) 
= Bed Ordinary 


= Bed surgical 

= Blender / juicer 

= Bp apparatus, aneroid 

= Bp apparatus, mercurial 
" Coffee maker 

=» Crib 

= Dish washer w/ drier 

= Food processor 

= Flat iron with ironing board 
= Microwave oven - digital 
= Oven (electric, gas) 

= Chairs with armrest 

= Dining set 

= = White board 

* OHP/LCD* 

= Computer w/ printer 

* Refrigerator 

=» Sphygmomanometer 

" Bottle Sterilizer, electric 


= Stethoscope 


Stove 

Operational telephone unit 

Thermometer (Oral, rectal, Axilla, Tympanic) 
Bread toaster 

Washing machine — Heavy Duty 

Drier 

Weighing scale 

Wheel chair 

Vacuum cleaner — Heavy Duty 
Commode 

Cane or walker 

Cane or walker 

High chair/ booster seat/ portable seat 
Dressing trolley w/ 

cotton balls 

medicine glass 

thermometer 

wound dressing set 

First aid kit 

Dummy (baby and adult) - use for bathing 
Dummy for CPR (infant, child and adult) 
Fax machine 

Television 

CD/DVD Player 


Sofa set 


. Annex 2: supplies and materials for the program 
. Domestic help level I 


1.1 Supplies and Materials (the following Supplies and Materials are included but 
not limited) 
= Cleaning detergents 


= Liquid detergents 

= Cleaning solutions 

= Cleaners 

= Toilet disinfectants 

* Toilet bowl swabs 

= Drop sheets 

= Sanitizing agents 

= Wax paper/aluminum foils 
= Air fresheners 

= Napkins 

*  Tablecloths/linen 

= Serving cloths 

= Tea towels 

= Clothing 

= Cleaning cloths 

= All-purpose detergents 
=" Coffee, tea, cream 

= Condiments 

= Disinfectants 

= Drain solvents 

= Garbage bags 

= Scouring pads 

=" Cooking oils 

= Ingredients 

* Soiled/defective clothes 
= Linen 


=" Fabric 


Clothesline 

Clothes pins 
Clothespin bags 
Clothes racks 

Sorting baskets/shelves 
Hangers 

Stain removing agents 
Fabric softeners 
Chlorine bleach 
Laundry bags 
Laundry Baskets 


Food Items (meat, vegetable, seafood, poultry & game, stock, cold food, cereals, flour, 


butter sauces, fruits) 


Glassware, Silverware & Cutlery 
Wine/spirits 

Chair (dining) and Table (dining) 
Ashtrays, Toothpicks 

Juice 

Bond papers and Folders 
Calendars 

Logbook 

Pencils and Ball pens 

Marking pens 

White boards 

Whiteboard markers 

Whiteboard erasers 


Transparency acetate 


1.2 Training Materials :( the following materials are included but not limited) 
Mobilizing action for the Protection of Domestic Workers from Forced Labor and 


Trafficking in : The Ethiopian Component 


Establishing Professionalism in the Workplace 
Handouts/Pop sheets 


Textbooks on Home Management 


= Basic Home Management Manual 
" Managing Household 

= Home Management Supervisory 

= Home Management 

* Household 

= Self Defense 

= First Aid 


« Training Manual for Home Management 


. house hold service level II 


2.1 Supplies and materials (the following Supplies and materials are included but 


not limited) 


= Cleaning detergents 
= Liquid detergents 

= Cleaning solutions 
= Cleaners 

= Toilet disinfectants 
= Toilet bowl swabs 

= Drop sheets 

= Sanitizing agents 

= Wax paper/aluminum foils 
= Air fresheners 

= Napkins 

=  Tablecloths/linen 

= Serving cloths 

= Tea towels 

= Clothing 

= Cleaning cloths 

= All-purpose detergents 
" Coffee, tea, cream 
= Condiments 

= Disinfectants 

= Drain solvents 


= Garbage bags 


Scouring pads 

Cooking oils 
Ingredients 
Soiled/defective clothes 
Linen 

Fabric 

Clothesline 

Clothes pins 
Clothespin bags 
Clothes racks 

Sorting baskets/shelves 
Hangers 

Stain removing agents 
Fabric softeners 
Chlorine bleach 
Laundry bags 

Laundry Baskets 


Food Items (meat, vegetable, seafood, poultry & game, stock, cold food, cereals, 


flour, butter sauces, fruits) 


Glassware, Silverware & Cutlery 
Wine/spirits 

Chair (dining) and Table (dining) 
Ashtrays, Toothpicks 

Juice 

Bond papers and Folders 
Calendars 

Logbook 

Pencils and Ball pens 

Marking pens 

White boards 

Whiteboard markers 

Whiteboard erasers 


Transparency acetate 


2.2 Training Materials:(the following Materials are included but not limited) 
* Mobilizing action for the Protection of Domestic Workers from Forced Labor and 


Trafficking in : The Ethiopian Component 


* Establishing Professionalism in the Workplace 
= Handouts/Pop sheets 
= Textbooks on Home Management 
= Basic Home Management Manual 
=" Managing Household 
= Home Management Supervisory 
= Home Management 
= Household 
« Self Defense 
= First Aid 
« Training Manual for Home Management 
3. Care giving level II 
3.1Supplies and materials (the following Supplies and materials are included but not 
limited) 
= Crayons 
* Play Dough 
= Shape sorter 
* Coloring Book 
= Musical Mobile 
= Push and pull toys 
= Toys (assorted), games and accessories 
= Educational games 
= Toiletries for adults 
* Toiletries for child 
= Cleaning Materials for living room, dining and kitchen 
= Cleaning materials for bathroom and toilet 
= Vegetables and Fruits 
= Ingredients for cooking food 
* Alcohol 
= All purpose detergent soap 
= Baby oil 
= Soap 


= Feeding bottles w/ cover and nipples 

= Bib and baby layettes 

= Bleaching solution 

= Coffee, Cream and sugar 

= Cotton buds 

= Condiments 

= Fabrics softener 

= Food items use for preparing meals 

= Diaper (child and adult) 

= Liquid soap (cleaning bottles) 

= Infant formula 

* Table napkins 

= Table cloth 

=" Garbage bags 

= Bathing paraphernalia (adult and child) 
3.2Training Materials/ References 

=" Mother and Care Baby 

= Infant Care Feeding 

= Story books e.g. Cinderella, snow white, etc. 

" Geriatrics A Study of Maturity 

= Complete Early Childhood 

= Baby Play 

= Fundamentals of Nursing 

* Cookbook 

= Toddler Play 


3.3Tapes/Disc 
=" CPR (Infant, Child and Adult) 
* Artificial Resp. (Infant, Child and Adult) 
* Fracture, Sprained Ankle 
= Burns 
= Child safety: films about playing and safe 
=» Multiple Casualties Met. 
= 3 Elements of Demand 


The three drivers of customer satisfaction are: 


Quality 


Cost 


Delivery 


= 3°‘Q@’ Principles 
Gemba - shop floor 


Gembutsu - the actual product 
Genjitsu - the facts 


The key to successful kaizen is to go to the shop floor, work with the actual product and get 


the facts (reality) 


» 3Ms 
Muda - waste, Mura - irregular actions, and Muri - strain make up the 3 M's. Existing 
perception of factory work is that it is dangerous, dirty and stressful, full of waste and 


unpredictable events 


« 3 Principles of Lean 


Takt time 
One piece flow production 


Downstream pull system (from the customer) 


» 5Cs 


American equivalent of 5S — see below 


= 5M of Production 
Man 


Machine 


Material 
Method 
Measure 


The understanding of these factors and the establishment of standards are key steps in 


strengthening the production processes 


» 5S 
5S is the principle of waste elimination through workplace organization. It is derived from 


the Japanese starting the words in “S”: 


Seiri - sort 

Seiton - straighten 
Seiso - sweep 
Seiketsu - standardise 


Shitsuke - sustain 


English words of 5Ss Amharic Translation 


Sort:- @°7PALAE BOF ATLOLPALATOAT 11 ALE ACH Vator 
OLF? 701k 


Stabilize:- APP FF NACA Wado?! ANI ALY AIS AD 
Shine:- AHALLE EIT DIAL PFET WAT 


Standardize:- hag @rmadttet? ACP AIR ANEC LCE wage 
oo-F ING 


Sustain / self discipline:- U:Ag? AdrY 447 ACP T ADR WEIS Ad- 
MTOr? 7C2I1T 


Waste /muda/ elimination: Nhat? °71@172: 


Office kaizen NAMPAL HUT ATALP (ALCL 99LNZ& DENT) w?.arP 94° 
PY APT APSNIOS EO: FIN PPLE Nr FINO 1: 


Waste (MAT) AIA PE PAD AIADMH [PCE NPA CLINE TE FATE 1°78 4 
POLED [PCR 6029 TART 94°97) AMINE PIP Gerk Ott 
PTLDPC MEOIP ATPPALA [77d LPADTA! LV Nhrk Atare An: 
A.1AK 2 PAA: 


Annex | Summary of Tools, Equipment and Materials HHS 


Variable Range 
Dining environment | May include but not limited to the following: 
e lighting 
e room temperature 
e music 
e floral and other decorations 
e privacy 
e background 
Equipment may e table cloth/linen e condiments 
include but not e china wares e chairs 
limited to - e glassware e tables 
e silverware e ashtray 
e cutlery e toothpicks 
e wine e cloth/paper napkin 
3. Beverage e Juice 
e Wine & Spirits 
e Tea 
e Coffee 
Variable Range 
Sorted Items e Soiled/Defective Clothes e Fabrics e Linen 
Personal Protective | © Gloves 
Paraphernalia e Apron 
Stains e Coffee e Mud/Dirt 
e Cola e Grease 
e Cordial e Blood 
e Chewing Gum e Fruit Stains 


e Food 


Wine 


Stain 


e Acid cleaners 
e Alkali cleaners 


Chlorine bleach 
All-purpose detergent 


Laundry Area 


e Washers 
e Dryers 
e Clothesline 


Clothes pins 
Clothespin bag 


Clothes rack for indoor drying 


Laundry Supplies and 
Materials 


e Sorting baskets/shelves 
e Hangers 

e Stain removing agents 
e Fabric softener 


Chlorine bleach 
Laundry bag 
Laundry basket 


Variable 


Range 


“Mis en Place” 


Ingredients 

Pans 

Utensils 
Plates/Serving Pieces 


Thawing 


Soaking 
Unfreezing 


Vegetable 
ingredient 
preparation 


Skin, Peel, Pare 

Chop, Slice, Shred, Cube 
Wedge, Grate, Pure 
Core, Quarter 


Vegetable dishes 
preparation 


Boiling, Blanching 
Sauteing 

Braising 
Gratinating 
Roasting/Baking 


Seafood ingredient 
preparation 


Chop, Slice 

Fillet 

Mince, Shred 
Peel, Dice, Blanch 
Marinate, Poach 


Seafood dishes 
preparation 


Boiling, Steaming 
Sauteing 

Deep Frying, Pan Frying 
Poaching 

Grilling 

Baking 


Soup preparation 


Sauteing 
Simmering 


Variable Range 
Personal presence May include: 
e Stance 
e Posture 


e Body Language 
e Demeanor 
e Grooming 


Employer standards 


May include: 


e Standing Orders 


Client requirements 


May include: 


e Assignment Instructions 

e Post Orders 

e Scope to modify instructions/orders in light of changed 
situations 


Assignment 
instructions 


May conveyed in: 


e Writing 
e Verbally 
e Electronically 


Client needs and 
requirements 


May be detected by: 


e Review of the client brief and/or assignment instructions 
e Discussion with the client/customer 


Appropriate action 


May include: 


e Implementing required changes 
e Referral to appropriate employer personnel 
e Clarification of client needs and instructions 


Customers May include: 
e All members of the public 
Variable Range 


Appropriate sources 


e Team members 

e Suppliers 

e Trade personnel 
e Local government 
e Industry bodies 


Medium 


e Memorandum 

e Circular 

e Notice 

e Information discussion 

e Follow-up or verbal instructions 
e Face-to-face communication 


Manual filing system 


Storage 

e Computer-based filing system 
earns e Personnel forms 

e Telephone message forms 

e Safety reports 
Workplace e Face-to-face interactions 


interactions 


Telephone conversations 

Electronic and two-way radio communication 

Written communication including electronic mail, memos, 
instruction and forms 

Non-verbal communication including gestures, signals, signs and 
diagrams 


Protocols 


Observing meeting 
Compliance with meeting decisions 
Obeying meeting instructions 


Variable 
Safety regulations 


Hazards/Risks 


Contingency 
measures 


May include but are not limited to- 


Environmental protection 

building code 

national electrical and fire safety codes 
waste management statutes and rules 
occupational safety and health standards 
regulations on safety legal requirements 


May include but are not limited to: 


Physical hazards — impact, illumination, pressure, noise, 
vibration, temperature, radiation 

Biological hazards- bacteria, viruses, plants, parasites, 
mites, molds, fungi, insects 

Chemical hazards — dusts, fibers, mists, fumes, smoke, 


gases, vapors 
Ergonomics 
« Psychological factors — over exertion/ excessive force, 


awkward/static positions, fatigue, direct pressure, varying 
metabolic cycles 

« Physiological factors — monotony, personal relationship, 
work out cycle 


May include but are not limited to: 


Evacuation 
Isolation 
Decontamination 
personnel 


May include but are not limited to: 


Mask 

Gloves 

Goggles 

Hair Net/cap/bonnet 

Face mask/shield 

Ear muffs 
Apron/Gown/coverall/jump suit 
Anti-static suits 


Emergency-related Fire drill 

drills and training Earthquake drill 
Basic life support/CPR 
First aid 
Spillage control 


Decontamination of chemical and toxic 
Disaster preparedness/management 
OHS personal Medical/Health records 
records Incident reports 
Accident reports 
OHS-related training completed 


Variable Range 


Evaluation e Performance Appraisal 
e Psychological Profile 

e Aptitude Tests 
Resources e Human 

e Financial 

e Technology 

e Hardware 

e Software 


Variable Range 
Quality control Quality control procedures may include: 
procedures e standards imposed by regulatory and licensing bodies 


e enterprise quality procedures 

e working to a customer brief or batch card and associated 
quality procedures 

e checklists to monitor job progress against agreed time, 
costs and quality standards 

e preparation of sampling plans 

e the use of hold points to evaluate conformance 

e the use of inspection and test plans to check compliance 


Methods for Methods for statistical analysis may include: 
statistical analysis means 

median 

mode 

ranges 

standard deviations 

statistical sampling procedures 


Problem solving Problem solving techniques may include: 


techniques : ae 
identifying inputs and outputs 


sequencing a process 

identifying and rectifying a problem step 
root cause analysis 

implementing preventative strategies 


Quality improvement 
tools and techniques 


Quality improvement tools and techniques may include: 


e runcharts, control charts, histograms and scatter grams to 
present routine quality control data 

e plan, do, check, act (PDCA) 

e Ishikawa fishbone diagrams and cause and effect diagrams 

e logic tree 

e similarity/difference analysis 

e Pareto charts and analysis 

e force field/strength weakness opportunities threats (SWOT) 
analysis 


Sustainable energy 
principles and work 
practices 


Sustainable energy principles and work practices may include: 


examining work practices that use excessive electricity 
switching off equipment when not in use 

regularly cleaning filters 

insulating rooms and buildings to reduce energy use 
recycling and reusing materials wherever practicable 
minimizing process waste 


Relevant personnel 


Communication to relevant personnel may involve: 


e supervisors, managers and quality managers 
e administrative, laboratory and production personnel 
e internal/external contractors, customers and suppliers 


Reporting 


Reporting may include: 


e verbal responses 
e data entry into laboratory or enterprise database 
e brief written reports using enterprise proformas 


Quality improvement 


Quality improvement opportunities could include improved: 


opportunities 2 ‘ 
production processes 

e hygiene and sanitation procedures 

e reductions in waste and re-work 

e laboratory layout and work flow 

e safety procedures 

e communication with customers 

e methods for sampling, testing and recording data 
Occupational health | OHS and environmental management requirements: 
wnat eg aca ee all operations must comply with enterprise OHS and 
rianauenent environmental management requirements, which may 

‘ be imposed through regional or federal legislation - 

requirements 


these requirements must not be compromised at any 
time 

e all operations assume the potentially hazardous nature 
of samples and require standard precautions to be 
applied 

e where relevant, users should access and apply current 
industry understanding of infection control issued by 
the Ministry of Health 


What is 5S ? 
¢ 5S is a philosophy and a way of organizing and managing the workspace and work flow with the 
intent to improve efficiency by eliminating waste, improving flow and reducing process 


unreasonableness 
* Working Environment Improvement (WEI) 


¢ 5S activities are to create good working environment through reduction of “Muri’,“Mura’”, and 


“Muda” 

¢ It help to have a basis of strong management of workplace 
© What is “Muri”, “Mura’’, and “Muda’’? 

— Muri : overburden, unreasonableness or absurdity 


— Mura : unevenness or inconsistency, primarily with physical matter and the human spiritual 


condition 


— Muda : activity which is wasteful or doesn’t add value 


5S in Japanese/English/Swahili 


5S is literally five abbreviations of Japanese terms with 5 initials of S. 


i 


S-2 
. 


* Focuses on eliminating 
unnecessary items from the 
workplace 

* Categorize equipment, 
furniture, tool in your 
working place into the 
following 3 categories 

1. Necessary 
2. Unnecessary 
3. May not necessary 


¢ This step will also help with 
the “just in case” attitude 


$1: Sorting activities 


Equipment, material, tools files, furniture etc. can be 
categorized based on the frequency of use! 


Equipment, 
materials 
tools etc. in your 
work place 


Items only used occasionally 
are in this category 


tems not used in current work 
process are in this category 


Items often use are in this category 


¢ Place “Red tag” for categorization of items to 
identify unnecessary items 

¢ Move unnecessary items( broken tools, obsolete 
jigs and fixtures, scrap and excess raw material 
etc.) to central stored area 


¢ Free up valuable floor space (Space utilization) 


¢ Finding abnormality of equipment and tools (Out 
of order, missing parts etc.) 


“Set” is based on 
finding efficient and 
effective storage of 
necessary items 


Apply “Can see, Can 
take out, and Can 
return” philosophy 

* This will save time 
and energy to look for 
something 


S2: Setting activities 


Think not only “beatification. 
Need to consider workflow and 
arrange items 


-_— 


Fees 
pri tia | 


Arrange them properly based on 


Have consensus among Use 5S tools for proper me 
eae : Can see, Can take-out, Can 
co-workers on where and Organization of items RP 
: return” Philosophy 
how to organize necessary such as 
items * Labeling 


* Color coding 
* Numbering 
* Zoning etc. 


¢ Labeling , numbering, zoning for clear 
identification of storage areas to keep 
necessary items 

¢ Set necessary items matching with 
workflow to minimize unnecessary 
movement and transportation time 


a 2 
ete ty 


Cleaning up one’s 
workplace daily so a 
that there is no dust 


on floors, machines 
or equipment. 
It will create 


ownership and build 
pride in the workers 


S3: Shining activities 


7. * Clean floor, windows and walls. 
4 * Clean and Maintain office automation 
machines, medical equipment and tools, - 
office furniture 
* Develop and follow regular cleaning 
and Maintenance schedule 


¢ Daily sweeping and mopping of floor, 
bathroom, corridor etc. 

¢ Regular cleaning and maintenance of 
equipment and tools 


¢ Periodical check for changes in equipment 
and the service area such as: leaks, 
vibration, misalignment, breakage etc. 


¢ IPC activities such as hand hygiene, waste 
segregation are also part of shine 


What 5S can do? (Benefit of 5S) 


> Team work improvement through everyone’s participation 
Identify Abnormalities 
Identify wastes,and reduce the wastes 
Promote everyone’s participation 
Improve safety 
> Improve productivities 
When do we consider our operations efficient 


> 
> 
> 
> 


* Increase in productivity 

*Reduction in Search Time 

* Reduction in cycle time 

* Reduction in inventory, WIP 

* Reduction in defects, rework & scrap 
* Better space utilization 

*Increased customer satisfaction 
Target of 5S 


Targets of 5S include: 


Zero changeovers leading to product/ service diversification 


Zero defects leading to higher quality 


Zero waste leading to lower cost 


Zero delays leading to on time delivery 


Zero injuries promoting safety 


Zero breakdowns bringing better maintenance 


¢ Positive attitude is very important for implementation 
of 5S activities 


¢ It is not “Cleaning Campaign” 
¢ 5S activities are to create good working environment 


through reduction of “Muri’(overburden), 
“Mura”(unevenness), and “Muda’(waste) 


* 5S can identify and reduce “abnormalities” and 
“waste”, improve “team work”, “cleanness”, “safety” 
and “productivity” 


¢ Itis a basis of organization management 


4M (Material, Method, Man and Machine 
Change Control 


When any change impacts the Material, Methods, Machine or Man in the production of 
parts/components (4M). Examples of categories to determine if a 4M change is occurring are 
defined below. Further explanation and guidance requirements for communicating change can be 
found in the Initial Part Production (IPP) System Control table found in the Supplier Requirements 
section of this manual. 


A. Materials: 

a. New supplier or supplier change for a component. 

b. A new part or raw material is being used. 

c. A design change of a part or material has occurred. 
d. A part or material has been confirmed to be at a lesser quality level to meet 
customer demands. 

e. Reject rate is high for a specific reject condition. 
B. Method: 

a. An Operation Standard has been changed. 

b. An Operation Standard is not followed. 

c. Non-standard Operation is occurring. 

d. A new jig or gage is being used. 


e. Permanent or Temp. Deviation has been issued or removed. 


C. Machine: 

a. A machine has been repaired or a setting was modified. 
b. A new machine is being used. 

c. A component has been replaced on a machine. 

D. Man: 

a. A new Associate is on the line. 

b. Alternate Line Leader is running the line. 

c. Abnormal manpower condition. 

PDCA Cycle is golden cycle for KAIZEN 


PDCA is the “golden cycle for improvement”. It is a methodical approach for problem solving and 
continuous improvement. 


PDCA wheel should be considered a never-ending cycle for improvement towards an ideal 
condition. 


Plan is to establish objectives and process or countermeasures with expected outcome based on the 
past performances or future forecasting of work 


Do is to implement the processes or countermeasures planed. 


Check is to measure the effectiveness or achievement of processes or countermeasures planed 
between the actual results and expected results to ascertain any differences. 


Act is to analyze the differences to identify the causes of “Gap”, and take necessary action to 
improve changes the Kaizen principle can be practically implemented by following the PDSA 
Format (Plan, Do, Study,Act), also called the Demming cycle. Note: In some texts, the word 
‘Study’ is replaced by ‘Check’ and hence it is termed the PDCA cycle. 


Establish the necessary objectives and identify the processes that need to be improved. 


PDCA cycle is the concept behind the KAIZEN approach. Look at how PDCA cycle is used in 
KAIZEN approach. 


PDCA is rotated like the way described in the figure 3-16. During the planning, 5W1H need to be 
clarified against the theme or topic as shown below: 


Why are we undertaking the project? 

What are we going to do? What data is required? 

Who is responsible for each task? Who should be involved? 

Where can we find relevant data and facts? 

When must a task be complete? When do we need to give feedback? 
How must it be accomplished? How do we review? 


Then, implement the plan and see the effectiveness and efficiency of those activities that are taken. 


Then, activities that show good result should be standardize and adopted in routine practice. The 
activities that do not reduce the problems should be discontinued and it is necessary to plan better 
activities for improvement of the situation. 


This matches exactly with the KAIZEN Process that will be explained in the next section. 
However, 


PDCA cycle consists of four steps only and the cycle may be stopped at Act often. Kaizen aims to 
raise the standard of your workplace, productivity, quality and safety in a continuous upward spiral 
through rotating PDCA cycle, reflecting on achievement of KAIZEN and taking action to improve 
the way for next KAIZEN. 


Plan, preparing how to implement KAIZEN - Clarify the objectives and decide on the control 
characteristics (control items) - Set measurable target - Decide on the methods to be used to 
achieve the target. 


Do, Implementing KAIZEN activities - Study and train in the method to be used - Utilize the 
method - 


Collect the measurable data set up on the plan for decision-making. 


Check, Reviewing the result of KAIZEN activities and achievements - Check whether the results 
of implementation has been performed according to the plan or standard - Check whether the 
various measured values and test results meet the plan or standard - Check whether the results of 
implementation match the target values. 


Act, taking countermeasures based on the review in “Check” - If the results of implementation 
deviate from the plan or standard, take action to correct this - If an abnormal result has been 
obtained, investigate the reason for it and take action to prevent it recurring - Improve working 
system and methods. The diagram below explains which KAIZEN process match with PDCA 
cycle. 
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Information Sheet-3 Sort needed items from unneeded 


3.1. Sort needed items from unneeded 


The first of the lean 5S principles is sorting. 


Throw away all trash. Establish wastebaskets within 4 steps of employee. Encourage throwing 
away junk as the junk is created. 


Do not allow unnecessary items to be posted on walls. This includes family pictures, post it notes, 
taped papers with handwritten scribble, etc. Keep walls clean. 


Posted items should be printed work related items that employees need every day. These items are 
for work only. Use established colour paper for these posted references. Colour paper prevents 
unwanted clutter. 


Create signs for work stations. With signs, unfamiliar employees will find work stations quickly. 


When applying 5S best practices, consider using red tags. Employees red tag those items that are 
not necessary. The red tag identifies the item, who moved it, date moved, and movement reason. 
Remove these from the work area. 


How to Conduct a Red Tag Sort Event: 


¢ Information on the tag should include: 
* Date 
* Item description 
* Location 
= Areason for the tag, e.g. scrap, defective, obsolete, etc. 
* A tag number so it can be logged 


Date: 
Description of Item: 
Location of Item: 


Reason for Red Tagging: 


SEIRI — Storage System 


Fig.3.1 


Gather all unnecessary (but still usable) items from all departments into one area for quarantine. 
Allow all employees to review the hold area. They may find something needed for their 
department. After a limit of 30 days, remove the remaining quarantine items. Consider contacting 
other corporate divisions as they may need the items. Also consider selling the items on the 
internet through eBay or recycling. Keep and maintain this quarantine area for on-going 5S 
sorting. After implementing sorting from 5S best practices, you find several benefits. Cycle time is 
reduce because tools are easier to find. Employee to employee communication is improved. There 


is much less wasted space and inventory 

3.2. Applying 5S to the Workplace 

Decisions decisions-To keep, move or discard? 
What is rubbish that can be discarded? 

Is there anything that needs to be repaired? 


Is there anything that should be stored elsewhere? 


*E.g.closer to where it’s used or put away because it’s rarely used 
Is it yours? If not, return to the ward/department that owns it 
When discarding items: 
For equipment/devices, check it’s not on the asset register 
Documentation —is it something that must be retained? 
Equipment, material, tools files, furniture etc. can be categorized based on the frequency of use! 
*Categorize equipment, furniture, tool in your working place into the following 3 categories 
1. Necessary:- Items often use are in this category 
2. Unnecessary:- Items not used in current work process are in this category 


3. May not necessary:-Items only used occasionally are in this category 


Operation Sheet-3 Sort needed items from unneeded 


Application — The 5S principles can be applied in all work areas from offices to theworkshop. It 


can be applied by an individual to his work area or by a group to the group’s work area. 


SORT — Each participant determines what is necessary in his/her own work area. The group 


decides what is necessary for areas owned by the group (preferably by consensus). 


1. Necessary things include: things used daily, things used periodically, things used by 
someone in the group. 

2. Unnecessary things include: things that are unsafe, defective, obsolete, unused, or surplus 
to reasonable need. Tag unnecessary items and segregate them in a holding area for 
disposition. 

3. The group reviews all items in the holding area and determines appropriate disposition for 


each item. Disposition alternatives include: 


o Return to the work area. (If a member of the group wishes to return an item 
to the work area he/she must take responsibility for the item.) 

o Return to stock. (Excess office supplies, materials, etc.) 

o Transfer to another work unit, which has a need. 


o Turn in for sale. (Excess equipment, scrap, etc.) 


o Throw away. (Trash with no scrap value.) 


4. Document items and quantities disposed of. 


5 Simplify — Determine a permanent location for each item in individual and group areas. Ensure 
that most frequently used items are in the most easily accessed locations. Identify the locations so 


items can be easily and accurately returned after use. 


o Label locations where necessary items are kept out of sight when not in use, 
such as drawers, file cabinets, tool cabinets, notebooks, etc. 

o Mark and label locations where items should be returned when removed for 
use, even though they may be visible when printing stored, such as shelves, 


table tops, cart/drum/pallet 


Information Sheet-4 Set in Order 


4. The second of the lean 5S principles is Set in Order. 


Keep frequently used items at the workstation. For all these items, establish mark locations for 
their storage. When not in use, return these items to the mark locations. Mark table storage spots 


with colour tape. 


Use visual controls to identify the location of the items. Set rules on colours. For example blue 
tape on tables could mean “store here”. Red tape could mean “don’t move” etc. a 5S best practice 
includes using pegboards to hold tools.Outline the tools figure on the boards. For items held in 
drawers use low labelled boxes to hold the tools. Use labels extensively to mark the items storage 


areas. 


Another 5S best practice is to create a 5S map of the department. This map shows the locations of 


all 5S storage areas, work stations, tools and equipment. 


For items used only weekly or monthly, store these in cabinets near the work station. Label the 
shelves on the cabinets with the item name. If the item is stored in a box, then label the outside of 


the box. 


For items rarely used, keep these outside of the work area. You may store these in a location 
within the company that all departments use for the same purpose. In this case label the item and 


the department name. Use a checkout sheet to log the in/out status and responsible person. 


For perishable items, establish reorder points, minimum and maximum quantity.establish person 


responsible for reordering. Be sure to include cleaning supplies 


Applying 5S to the Workplace 


> Set in Order 
All items should be stored neatly 


e Consider frequency of use. Only keep essentials in the work area 

e Make things easy to find —can you find it within 10 seconds? 

e Uses Visual management techniques to make items easier to find 

e Use of colour 

e Have a ‘usual place’ for everything 

e Label everything 
“Set” is based on finding efficient and effective storage of necessary items 
*Apply “Can see, Can take out, and Can return” philosophy 
*This will save time and energy to look for something 


Labeling , numbering, zoning for clear identification of storage areas to keep necessary items Set 
necessary items matching with workflow to minimize unnecessary movement and transportation 


time 


Operation Sheet-4 Set workplace in order 


Application — The 5S principles can be applied in all work areas from offices to theworkshop. It 


can be applied by an individual to his work area or by a group to the group’s work area. 
Use 5S tools for proper Organization of items such as 

Labeling 

Color coding 

Numbering 


Zoning etc 


set — Determine a permanent location for each item in individual and group areas. Ensure that most 
frequently used items are in the most easily accessed locations. Identify the locations so items can 


be easily and accurately returned after use. 


1. Label locations where necessary items are kept out of sight when not in use, such as drawers, 


file cabinets, tool cabinets, notebooks, etc. 


2. Mark and label locations where items should be returned when removed for use, even though 


they may be visible when printing stored, such as shelves, table tops, cart/drum/pallet 


3. Use shadow boards to identify where tools and other common use materials are kept when not in 


use. 


4 Mark aisle ways and other areas such as door swings, areas around electrical panels, etc. that 


need to be kept clear 


Information Sheet-5 Shine work area 


5. Shine work area 


Shine work area: Anglicized as Cleanliness but again the initial S can be retained in Shine, 
or Sweeping. The principle here is that people are happier and hence more productive in clean, 
bright environments. There is a more practical element in that if everything is clean it is 
immediately ready for use. We would not want a precision product to be adjusted by a spanner that 
is covered in grease which may get into some pneumatic or hydraulic fittings. We would not wish 
to compromise a PCB assembly by metallic dust picked up from an unclean work surface. Other 
issues are health and safety (people perhaps slipping in a puddle of oil, shavings blowing into 


people’s eyes) and machine tools damaged by coolant contaminated by grease and dust. 


The task is to establish the maintenance of a clean environment as an ongoing, continuous 
program. Sometime should be set aside for cleaning each day, or each shift. (We may have 
cleaners who come in to sweep office floors, and even clean the floor in a production area, but they 
do not clean the production equipment. Even if they did, this would miss one of the opportunities 
available — an operator cleaning and lubricating his machine tool will spot worn or damaged 


components.) 


Cleaning then begins to impinge upon what we already know as preventive maintenance 
(PM). Cleaning critical components of a piece of equipment is already one element of the activities 


carried out under the PM banner. 


The implementation of Seiso revolves around two main elements. The first is the assignment map 
which identifies who is responsible for which areas. The second is the schedule which says who 
does what at which times and on which days. Some of these happen before a shift begins, some 
during the shift and some at the end. Again, this is very reminiscent of what we do when adopting 


PM. 


The standard texts such as that of Hiroyuki Hirano then go on to talk about establishing the shine 


method for each item / area. This includes such elements as 


agreeing an inspection step at the beginning of each shift, establishing exactly how each activity 
within the programme is to be carried out. A key aspect is very much akin to set-up reduction (or 
SMED) in that we should be aiming as much as possible to internalize the activities — in other 


words, to minimize the downtime needed to keep the facilities clean. 


Finally the standard texts talk about preparation — making sure the equipment needed to clean is 
always available, always ready for use. The best parallel to this is, again, with set-up reduction, 
which itself is often compared to Grand Prix teams preparing to change tyres. As with many such 
topics, what we are talking about here is to a large extent simply common sense. We do not wish to 
allocate 5 minutes for a bed to be swept on a piece of grinding equipment if the operator is going 


to spend 4 minutes finding his brush. 
The forth of the lean 5S principles is Shine. 


Clean everything and continuously clean. Allow for time at the end of the day to conduct the 
cleaning. This includes cleaning equipment, sweeping floors, dusting tables and cabinets. Create a 
5S checklist that documents the cleaning actions and frequency. After completing the task, have 


the responsible person sign the checklist. 


Consider how things are cleaned. In some cases it will be water and sponge or it could be alcohol 
or acetone. Document the specific method on the check sheet. For complicated cleaning processes 


write a procedure and train the employees. 


Shining means to inspect while cleaning. Find safety hazards, loose wires, sharp corners, chipped 
tools, poor connectors, cracked hoses, etc. Fix these items and put the equipment in brand new 


condition. Replace any worn, defective or unsafe components or equipment. 


5S best practices include using a portable shine cart. Store cleaning supplies on the cart, Move the 


cart from location to location to conduct the cleaning. 


At the close of the day or prior to a significant time away from the work station put all equipment 


and tools back to their label / marked locations. Allow time for this. 
Schedule painting. This includes painting walls and equipment. 


This is not a onetime occurrence. Set a frequency such as yearly and make someone responsible. 
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Shining makes the area safer, more efficient and produces better quality parts. It also impresses 
your customers. 
Shining Procedure 


SHINE — Develop and use checklists for daily (or more frequent) visual and physical sweeps of 
the work areas. Look for and take remedial action for: 


1. Unsafe conditions. 

2 .Missing items. 

3 .Misplaced items. 

4 Broken or malfunctioning items. 

5 .Accumulated clutter, dirt, dust, scrap, etc. 

—Do a deep clean of the workplace 

—Ensure a regular cleaning schedule is in place 

—Include tidying the workplace as part of the daily duties —not just when it gets messy 


—Identify gaps in cleaning to be included in future cleaning schedules 
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Figure 148 Sector: Labor Affairs and Social Services Sub-Sector: Social Service 


Sector: Labor Affairs and Social Services 


Sub-Sector: Social Service 


Level | Domestic Help 
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Addis Ababa city government education and training authority 
Yeka branch TVET Institutional Teams Customer service request 
application formalities. 


APPLICATION FORM FOR ACCREDITATION 


This form shall be completed in two copies, signed (both by TVET expert and the 
representative of the applying TVET), stamped and a copy is given to the applicant 


forconfirmation. 


Program and Institutional Accreditation for New 
Applicant TVET institute 


Date of application, as you want 
By Berhanu Tadesse December year 2018 


A. Background Information on the Institution 
Name of Institution: ------------------------------------------ 
Address: Location and ---------------------------------------- 


Owner/s Of the TVET... eececcsscsccsssssessesssesseeaes 


Types Of OWNESSNIDP..........cccceeseseseeeecececeeeeeees 


Tel: Office---------------------------------- Mobile------------------------- 


Fax: 
E-mail: 


Responsible person: - Dean 
Tel: Office: -------------------------------------- Mobile: ---------------------------- 


Fax: E-mail: -------------------------- 


Service type request PAIAMAT PER F27t 

A) Official recognition ofaccreditation) / d6@-PG 6.9: 
B) Renewal of the license / d@-PF ASAT 

C) progress From short term to level 22377429 

D) Program expansion/TO7G9° 90441 

E) Quality audit result --------------------- 


Other (specify) 


Program provision:shor term [| 
Or level 


List of codes and programs applied:- 


Planned Mode of Delivery: Regular [| Extention 


Annex 1Documents Submitted up on Application 


S. No Documents on requirements —Submission- Remark status better to prepare in table 


1 Application letter 


2 Business registrations 


3 Evidence on financial viability 


4 Stakeholder analysis, Cooperative Training Memorandum of understanding with industry, trade 
or service as required 


5 Institutional legislation 


6 Strategic plan 


7 Annual plan 


8 Market Need assessment on the program(s) /workshop proceeding 


9 Program Curriculum For each program 


10 TTLM teacher guide, learner guide and assessment packet 


11 Material and Human resource policy 


12 Trainees handbook 


12.1. Trainees rights in TVET such as Laws and court precedent on privacy rights, Equality and 
diversity, Trainees rights in academic advising and conducts, disciplinary procedures & rights, 
Proctors’ powers, complaints procedures, Trainees rights in recruitment, Trainees rights in 
admissions, Trainees rights in readmissions, Trainees classroom rights, Trainees group rights, 
residence or residence hall rights, Trainees privacy rights, information rights, Trainees rights in 
discipline,Plagiarism and dismissal, Trainees rights and Harassment and campus police, Trainees 
Safety and security rights, Trainees constitutional rights, Free speech and association rights, 
Equality rights, student consumer rights, Entering your other institutional and national 


examinations, Trainees employment rights 


13 Trainees Assessment and evaluation policy both institutional and national 


14 Trainees support/counseling guideline 


15 Quality assurance policy/guideline 


16 Research and community service Policy/guideline 


17 Payment evidence Required after the documents 1-16 are submitted 


18 Building lease/ownership could be submitted 10 days before the visit day 


19 Course materials/modules for cooperative training delivered Programs 


20 Human Academic and technical staff 


21 Resource Administrative staff 


22 Office and program facilities in place (Classrooms, workshop, Library, Computer Center, 


Program specific, laboratories/demonstrations Workshops, Offices) 


Note: For a new program, program relevance is proved through stakeholders’ consultation on 
which Workshop proceeding should be presented. Otherwise, a need assessment is enough new 


private or NGO TVET institute. 
Conditions of acceptance: 


1. Application shall be accepted conditionally only when all documents from 1-16 are submitted 
up on application and documents from 17-22 are submitted in the time as specified in the table 


above. 


2. As a failure to submit any one of the documents from 1-16 results in automatic rejection of the 


application, the Sub-City shall claim application fee in the finance office. 


2. NAC AL LA PIAT G7IT-P PAV Pt/ov-/ TRV TCICP [104-44 
AMPS PEE N°LPALAE AY27 / Private and Non-Governmental TVET 
Programsdemand of other strem after making institutional development 
disclosureaccriditation. 


Sno Document on requirement Remarke 
1 Application letter 

2 Annual plan 

3 Curriculum for the additional programs 

4 Course materials including TTLM 

5 Evidence on payment 

6 Office and program facility is including strategic plan 

7 Memorandum of understanding with relevant body 

8 For the program Academic and Technical staff (HRM) 

9 Financial audit and Progress Report 


NB: Are the institution additional attachment documents fulfill like the institute DAC and 
available in both? 


Amma 3 NAG AL PA PIAT GFIITP PAU Pt/o0-/ 2°77 
AAD PS ALA PEL NELLA AVF / 


Table 3 Private and non-governmental TVET institutions with documentation 
required for license renewal / accreditation 


S.No | Document on requirement 


1 Application letter 

2 Revised business license 

3 Revised Curriculum for programs 

4 Course materials including TTLM 

5 Evidence on payment 

6 Office and program facility is including strategic plan 
7 Memorandum of understanding 

8 Academic and Technical staff (HRM) for the program 
9 Revised Annual plan 


10 Revised strategic plan 


11 Progress report 


12 Self evaluation document 


13 Revised building lease 


14 Employees payment Payroll 


15 For institutional recognition application fee, Is there a client 
appointment time to meet the requirements? 


Is there a client appointment time to meet the requirements? 


Yes No 


If there is an appointment 


Executionist name and signature date 
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60S ALTE PANT AOR PTT TREY UD tTHek LUGA:: Wbhon77é7 
ATRov-. PFTAMO- PANT MEPELES, PD PAA AUT ACLOTAD Pah? 
TOLBITL. DALTKT TRov~ 2ONGA:: 

5578 oP” bM.PF Lam PENLAT 9-2 FRPP b6M@.0Fa.7 NPAeek Miao 
Phreana,s PPUG Oat VLA 177CI1P TALA SONATA: : 


ATPR 6:PbO-PT PEE IMPLAL 11:- 
POPS PLE PVLECN PENLNG 0-2 FPUCTE AMT TPPOOPT BIL: 


PEROT AEP WED.O, ANAATLELNTAD WAN LT CATA:?: 


6.1A4.0 POOF PER POLEPCA PENLAG 90-2 EPVUCTI 2PAMT TRIP AA TAPE 
gage hAOND NATEC Pb0-4E 22Pk PERO? NIVTFOP Ob -eAMS 
havP avg. Nat MCN B2TCADA:: 

6.2 60S LTT TRI PbM-hFw- 2.1L 1A Nd PbO-PT ALA PEROT AELPL 
ACD. 1A7"AN) 18.96 MCE TE IC VN LPCALA:?: 

6.3 MN ba-bS PANN DUNES PHANET khEC Agena P°1PCN PAAMS 
MEAL PER OLIP PLE TWD BP PEL TLV¢-00- Navkavg. et Pen 
AAT: : 


6.4 AAS? EO PANTIE TE Pb0-bT BPk PER KAMT Bama hea Ndr 
APCN LEAA:: 

6.5 7°AMNT AAMT PTAM Pb0-PF BPk PEP AL DAPA O4.2Q0.r AOW-PT Ach.o- 
MALPAN) bad 8.297 AAVKE:: VTP VINUAE/2Z/ Od GoNAT PANEY:: 


ATPRK 7: POOF APR PER APECMN- 
THEOL HAA CENTS 0-2 TPUCTS “AMT TRE Ache OL BLL ATILA 


OLP TLICP ACNE OLIF PCE ACAD 29LEAD7 MAN O27 SCH o27° 
P7978: 4NG PANG want haa Nak DY ADE Atatho- cwd-+ 
APL@MANDTA: NEA PEL APCA Pb6M-bF 2PL IVTET wen 2ONPAZA:: 


7.1 


7.2 


7.3 


7.4 


Noe AIC VAUNRE Nae AIC VD awd PFRRov. 40757772 
LAUT SCE RE POLTALG TROVE: NECA 09D OT ADVE POLES 
AEALAG ove HCH LCR YAMS AgAMT PPVAR TROVE b0-bF 
PEBATOT AboSoGA ENLNG 30-2 TPUCTI PAM ALTA. 
LPPCAA:: 

ALCS Att: 1SLE Ader AT BCE APA IA CENLAT 90-2 -TPUCTS 
PANT eCAINGT “AMT Agdaat NUIC OAT PIA AAU oL7° 
DIVE TPR PAVE SCERE O29 MAA Pa0777>% ANA 72°C 
POVLRov- TRV POOF BP ATLANTO- PERAFO? AAA ANN 
Ob AATALC CENLAG 90-0 EPVCES PANT HED. ATRVE Pet 
ICIVE PF PPLE TRE IPC LECVEPA:: 

17F 07 CENLNT 9-2 EPUCTI “ANT WAM TIP NP¢CF 
OAT: Ad AT 228 APA Aone 1208 Advts ADT PA. 00-2 PF 
PAPAS NAIL PANT PPLAP DU NAP LCBO POMS BP Lk 
TER PPLEPCNO AALA AND 1 ANTALC ENN 00-2 TPVCTS 
PANT hE, 1F LUTA:: 

1750-9" ILC8 AF8:/Level One/ AG £28 u-At/Level Two/ 1A. Pov-e 
wart O27 £28 honda, 0-2 P% NLT PNP tT AVA O27 
Pov. P AEA PLAN AOE PANTIE T NF 7AM °°LAP be 
POPS = BPk PERO? P°LEPCNO Toe NeW AGA 1? 
ANTALC ACLVTO CENLNG 90-2 TPVUCTSI 27-AMT A/T LUTA:: 


ATbR 8: 


Ab6M-49 62.28 PEE P°LPCN PTCKAtT Ahotrt Lt:- 


PTCENT Ahawst 0°L LATA To PAPE 


U) 


A) 


ch) 


PTLov. FAN AY? CTRL AD: NAN BPC? ALA ALA PT AT 
APT RPC: 


PIMAME TRIP VALT/AALRE APS Ak cd: 


PrRo- PNA 2H (NVA: NIAC: Nae): Naoee ollr) 
NAW T: 


a) TWA Rav. -bMOe (ATL) PUTT AAA AV AG Were ds 


w) Rov. PACK AOL PCT ALCALT PELLAL wre: Ahar?s. 


C)ALCH 12 2: 31 4 AG 5 bRov. POAMT POLPNAEAE 7A PULTE 


a) 


Pen 992,97), O2F ULI AAPA Gar PFLPIAIA NOAT ACF 
PUM POLP VIP PEL OA? ATLUP AAC AAMT AUAT Foor 
P°LEL OAT 72F P1111 POLP VIP PAd-B DAWLCPPIA OL9° 
PPI LUD NV PUALETES PRA 9A ALPON LMALWTP? 17 
VIRzAM, AENLAT oP TPVCTI AAMG 6-2-7 PFA 7. NF AW 
LIA: 


PTRav-. CbLi2TAODT GANT OPK: 


A)tRov-7 AIRY 997 PATAT AI AAw@ BUDA G/L P-braoniNlNt 


?) 


PPrRav. awawacrk WMCES PFS MAC HV PMG GFGLEL LN 
TW 

PANE TRav- Pore AAMT AG AOTGLER OPT PVDGOWT 
Pred ASCBErS Phe? ACSI  PeLLALm — aw ABEL 


7 £-/legislation/: 


A) COANE ET cotS 125° 012NC4 avavd e/ Student Hand Book/ 


t) 


PMAME TRar~ PLIMNET PELTID OPS AT PELTID APP co7A6, 
PUT POG Ak: 


TF) APPAMS TL7-Flov-e XC ge (Occupational Standard) gowd-+ 
Afov.e ait 22%a-7 Pm?’ CBLM /Computence Based Learning 


Materials/: 


nev toot NaGta- 110 Foor O40 PU 2 BPR ATMEL OVE ED, 00-0 arnt: 
PETS THIET OVE oO, PIUNPA WEAK NCUC ATE ATIOAMI 
PFPLT POANET BPC 21THN PALIAIA TO: DE OE taPa ACC 


1b CAN 
TP PAMNT PYUCEPTS POPPE UCNC NIALEI TE 9712976, OC: 


A)PANTSLC MCP ET APUT 1PDFO P6LI1MN APANE TE PLPUCT 
L082 Or APL FO AT ANPALK WUC W2H OT ATL 
POETS PAPANET P7226. PAPEL WCE AT P7°d- 


N7bdt OA? 


ATPK 9:- PbO-PT EPL AMMNT:- 


9.1°PAAMS 2228: PrMPPAT Pov-e NCH DENA WCE ae awa Pho- 
ALA FAVE P47 19CI1P BPR AVoRaO ADA Neo. CHF 228° ALC 
n° FAw- (Aa ALA 112 GATE aM) AIAG 22k APNP AWN LEAA:: 


9.2NaLENE BLIP PARC KANTLET Pda? 22P28 ATAMO- 1100-7 
WRG We ATLA PERAPCA PEALAT 90-8 -TPVECTS  — 7-AMGS 
TRPNP ERO cowed PPLE wdEPT NavaolalG NVI cow? 
PIP VE DWALCED ALAR DVT ATLCANE 0-2 DEIN N1A9°HT/B/AGT 
LIL OAT AUVAT Gort 21 P°PLPL O2L9° PANTO APLONSO °2.1b CN°7% 
ATE POLL PbOPG 2PL CAMPA: 


9.3°AM PT EPL POLPPCOe PENLNG 90-2 TPUCT AAMT TROVE 021 c0m CET 
FANG FIG AAP GAD PANDA BATE TE AaLIG POLFRov- NW AR LIE 
LILLIVEPA 


9.4A0-PF 222 OAR AAMT 177042 AL PA FRPP PTCIGP [04-4 TOLIP 
PLLE IAL PER ALPEN NDA 00-227 19°97 NPA ACI BPR AAMa- 
LTEAA:: 


9.5 4FRov. P°PZMNPAED GALCT ATLA DATS AtPo. aAKAG ad rhnA 
P2ECUFO USEF PE WUC Lok PRUG WAcR AILLCAM AS 
PL a\a Fo: AMV ATL LORE CLCLIA: 


9.6 ° FF O-9° TRIP AbOPE NPLOLE aM 99110FO Peon UE TPE 
NaoKaoee 771 OP LARA NVIT NOAKE IP IVE NAME he 
awwdr hibthhie Nahe Abema- 2716 1201 OOP ADS 1b NF A&2°7, 
IPI PLB WC LEAAL: LVI? AW P°OLTEAM PavoRavg e 79°17) NTA 
AAA VAT 30 PSE MAP FoO3: bOI VIALS Ad 1380 PS 142 A.004- 
PLEA Were eT A 119° 2° PF FRO AON LEA UPI 77 PV 
120 AVA Ot NAT PANTP:: 


9.7 VE OP PRP PHT AMNIIE NATL 11 NAL hoe. 2 PF A791) OF. 
tov. atl: P°P110FO- NVI FRo-ge NAL 170-0 APO “9.6” OtmPho- 
ower Wha DAFA IA-SR PAIADMIT DEL aEaee NOOPS 22k: 
NNEANT AMIN ATLITNDARLA PLEBOT ATLALA WEN LECALA:: 


9.8A7& FEI 1300 WEG NAL NW) ChE COLTER VAT IPE DAC CAF wd 
ATSFA VAT APTA BENE A: UVP Ow FALE BUDA DDE 
AVAL HPT AA av-Q. Nove. NILA AAP DP TAT PTFALE Pb0-PS 
PER PANG hav—avg drt WON AAVE:: 


9.9 NEN OLI° PAM EO YPANILET Pb0-PF BPR P°LAMa, TRY Pr DEA 
LI bMS AbAM@: P77AMG GAR ATG &2E NF 1 oO TCI /PAMGS 
want LFA: 209 PWM, AEDT 9-2 TPVCTI-AMT N77Z-a- 
TCV PANT °°.PMOa, AAMT ACE VE AT NF M2: 200% A728, 
PAP Rk WED.M.7 ADA LUD AVE IO, TCV ATP AM) 2°67 LE, 
PHAN, ONE FRav. APT TCICG! ATAMNA@, PHAQV) ME a1AP PANT :: 


9.10 hAry? 142 NW? PANIC PPAMGO-? AD O29" ALY P°LP LCE 
TLE VEIO-7 Ad@a-?F Acoh.o ANA Ada-Pav—age AdwMm.?bo 22k Neat 
AMDVN AILIG PAIAMA HE NEE Nadayr F9P?IP 2LPk AAMO LFAA:: 


UTP? ALA OLPPLO: h7TR NLR WANE ANEIG UE 0°210°7 FO DU 
PANETT OF AA TRIP NMOL OLF POANFET PTCMTZCT Oh. OF. 
TR. Nal PLOALVFO-? 1b Ih OAP 17010 NLPANP TE IC 
NWALLA PIE AP Prt VoeF EE 2aANPADA:: 

9.11 60S Ach.o- AHA 17FFO-9 PTMAMNE TRIP CLEPLATD PANS 
ean Abo PTCIEP 104-4 OL PLCE 714297 60-49 AL 
APE E Pov. adh ty: 2EES ALL bO-hS ATRLAMa Near P-rALE 
wee ANY NRP ED Noomd’yr ATNCAK AG ATOL?LPE ALPAw-? 
LEIA: : 

9.12 ANEA OF ENTLNT 00-2 TPVCES AAMT A/V AC NLA ATDS/1/E 
UAT/2/ PAZ) AG AME AAMT bM@tT BP 1AM ML DANE 
ARZIVA.@ ORV Perk IWDIP PF PAG LR Mob LECVFPA:: 
ATAU PTPUCT MCR 7297P AIA /Autentication) Ag-eat 
ATELATAIM PT 628 OhSa, NHAMT AL LAE PAAMG TREE AI: 
a0. PF LEB: AAMT POTPRED PANETT AY MCUC WeZALE IE, 
MOP 2ITCVFPA:: 


8.1 wZa0F AAMT) AhaAnt Domestic Help, Care Giving and 
Household Services AT AACE? PAAMS GANT 


LU AAMT DAA PAAMT ACT RE P°PLAPO MANET 1786. hd AT 1679NC 
PITT VTANAYO- PAC OD 1°7.18T FO PAd UES Ped. AF8U Pda 
AAU? a3: Nahe P2Pd. APPR PPLPLC AED ACTH CTICIAT IAT - 
PErANG AAMT PTFO: PAAMGO: AA a-:: AV PANG AAMT Né-t 
WANE 1EIIG AG 17k AV EPUCD fod Badass: ANY Lib PSO 
PAAMS = AATIAR = 2I7P whet OAT ATAU 70-P 


APPL CUTA:: BUI° PFIAG AG P7&42 NAN FPVUCE AFNIC AAMGa@- 
LINEA: 


Institutional 


evaluationé.t¢ 


FC 1: PAAMGO: ACA L124 


10 TCLAt 17%t-/ project preparation or formulation/ 
ATCEAt WIE ob PCTCEAE YA ATFANAN 124 of Tea 17+ 
TING P°LLAET Ne PU VANE ANeoPeE Nav—aege CLOCK KY UEDt 
PLC VE AT Pha ILA VHA OOP 1°71 F062 AV) PLT AMF 
PoP CE FING 1aH-:: 


PTCEAT NIE 17-10% PTCEAT ANLAL PD PONA NAc AAC 
APIS R whd-t PALAIA:: AAV? ATCENE WIFE OFF PPLrao NCIC 
PETS PHCUC PER ATLANALTE WET TPE PIA 10-2: 


10.1 P&av WCUC *9t/pre-feasiblity study/ 
LY PSE NPL NEE OFF 17O-VE WCU PT ARTE PVLPN aoU'r’s 
N7ZI1P NATE Oo PaoFaode PEt 1°71 PTCERK TA Ao Tt 
AMTCIIF BCAA:: 


111 =P TCLAT NCC/feasibility study/ 
APL ao ACU TEKS ANCUC PEE GHA P°LDLLa- CPE LL braAd err 
PAa AU) ARTE P°LZhO-to- AbITIO PN 22S N1eZANNNM@: ew2E 1S 


Pot 1-3: NY PO ATLA PORTE TCEAE TILT ATES CO O29? 
OP ATU ACOA P°ELLPATAD)T VAN ATTTE ATLFA ANN coon: 
PIPPT PAPE CA NNCUNC PLA LA PTCEAT OR AHA TO: 1R7N 
PTI PLN PE NovFaoce PTCRAT PE PAR APOE Usa: 
lavaCal ATSIG AbTAhAGo wk PorandaA:: PTCA: INT 9477 
ATAAA ATCEAE DC TEL LTE PVF oO GUT) PCIINA:: 


TCEPE 16.99. 1ST Ott ALADTAFO: PLEA TICT O27 Navi: 
VET PE NV OAR Ore A ATIC Ger, AUT POLE ATCO F 
LeaoMA AATCENT AGAN IMAL OAP TWIG PANT VAP TCE 
AIS ALTE PPS OLY PANEC NR ALTEFO-P:: AATF? 174 TeCLAT 
Af UA TIC ANCUC ADL NAAM AANA VP PVA PPE Terk 
ATC LEA: 


ANY AC PLETE PINE PSE TALE OTCEAT ENA VAC CMAN? AA 
TCENE Ad-CFT CEP ewPPE VAN MEN: AA ADI: F669 PEE: 
AA TVWNERT ZANE VED VPS? ATAU POTCERE?) oon P°LPANT oO) 
PPP OLTTT LUTAt: 


UPTCENtT ANN, £9-4/Back ground information/ 


PHY PE PS 9477 TCEDE ATR0-G AADAL@, ALATE P°VTAM, PPPS 
PPLEANTAM. TOAT ALE Wibop L2UGA:: TCERET IPP WF 
ATUPPE PLANE UEP loved WATIP ADTELERE WNP: 
ANTALAR ZTAEAES FAVE LR VET PET WHA PAELAIA:: 


4.102 £9 770%2:/Market assesment/ 


PTCRAE AAMT NeLZPCNAT PINE VsZ NEMS AT FHL. TAL 
wonek £2PCALA:: ATCENME POT AL 102 141 OAT OL Nor AIC 
DP OLI KhN?g W2I1PF POT P1IG OOP 1127 FATE 19°F PVA 
ATLELLAD GIPIP PNEAIA:: AND 2A CEE reed e PORE 


Net ALT ATEN WNT LPPCATALAPCT Phbovio PD AUd 
NINE AL DeViMw| OLF7 N°2LPCO TE Feeqae PCREIC AFLEL1IOE GING 
LAZAIA:: AAUP? PTALE Rood PERI a2 /consumption 
coeficcien/ NeonPy?: PHIP AL, PPA. PPOCTT PVG GCP F7 finput-out 
put model) gom?y Natl: Agot PUM) NS, NePAP ALTAR PVs 
VIS FIFE PML ANLPAL UES WCE PALAIA?: 


£07 ORME PTE TALS: ATCEHE WIAD ALL OO ATE COVE AO- 
PINE APT AIM LCAA:: Noh PE hood bt OA PCR) Vbrooant 
APC PLEAM) PINE GATE AOS Gomer) AGrINES AON PATATA:: 
NeSE Naor PEPCK FHL? ATEAPC PF wld AIEEE COVE 
LMRDGTA:: 


AAATCENE FHL 1407 


TCE: AANE TT APAAT? 49°5Fo AANE TE PP2No- PAHANQNM) HL, 
AIL AILLIOLM ANH APOE ADANM N22 ANECH IVP aYP 
Pave rks NIA TAP PALADIA:: 


PENTA, AMC TT NIDALC NP PAO) APPLE LFA WIS 19/40 
wee wtha O20 LAw) VACA 29/-ENLPWwEo- Nhs Pho YEA 
OLA AEA PLM Adar 39/ PEP AL PeLO-Aw ELPA, 
P'LNPaM T6 ALY PYIC OAP OLA POch, 49/-bhaod-or bEAPAS, IPCHPC 
LAE PUTTS AIG Peet AAW 91291" SE/PPCNO EHP AR PIG 
PP2AMa-PPP BF/ATLAENT ANIA APC 00k FACIE GUD 118 
79/ENT ROT ANgoM?P? POL PNEAIO PAAMT GAIT NILPO APY 
any? N\A@~FA. 84/ 11a 2AA6.0-b/obsolete/ AGW N1AT7d-P ENT PAE, 
PC NIDELG bao rk TWIST: VEODICP OENLP WR O- PUP CT 
APP? PT: NOC Nhat 19°F APE TET NadE ANIC IWCNT ADL4+ 
LAO) PONG OSA NING PANINO-F PINE PEE GACT 1°7k:29 
OL. PC), G1k> CFAA:: 


DPTCENE OT PPLLATTO: TEP! 
AIS: TCE ALVES Fo PLEA oO OCD LPT 


> MPAA ParPbA PL. wek/ Inesvetment cost/ 
¥ PRL aPA 1P L/fixed cost/ 
VY Pooh? wont /maintenance or repair cost/ /Agnh? ANC 
OP PE/ 
VY Pha PC wWohLt/pre operating cost/ ANAMGT: ATVTPCE 
DANEEL avd! ATCT 
VY PAE MDE OF PT/APE bP wAPO% AP TPE? ALTE NGL 
ont 
> PIP LF won.” t/production cost/ 
Y POAT TOAT OPT | APE bP BIW? ANGTE Law: 
Amdt O72 AKU DACP Olt 
VY PAAPT WCHL /Depreciation cost/ PU792: P°PCF aac: 
Pong ont 
Y POA PAA DEL OPT BACETIP ChPC Noch, 228 
TCERE APEh, GOUT) Gavlal PALAIPA:: 


ATLUUP ATS TeCLAt ALAM 1°VEAV FO ACAD PER PEP AAN TT 
LUA TORT TEE PAC OLA ENCE POOR PMG IF OLP WITTE: 
PUNE DWACTE AK TCE Ollt:: AAV TCE ATLPPA 146.01 
AAALIAS. OTCEAT Ahdest AAT LANDA OCA? V7 10. 42792 Nv Us 
TAATO: APPT FO: AL BINA:: 


wo AA TCENE ALCZE TE PC, 


OAV 29979 D7 PA@ PTEPOA FIGHT PAPAMGT PAETAT BEPC LAT 
AMVO-O TCR WP ck PLEA AOL PE AAK DTA PALADIA:: 


AIS) TCRAt AMNPPO LCE NANT oO VAT ATE TE ALE PTAA: 
TCL NCR: /functional organization) @-AT A74.006. (ICING AEPFET 
M607? OL AGT Tae ALA N1e7RRI/pur project organization/P Te Lat 
PPPOE Hae ATEATALCG 12) LFA: NAT TCR wr Ave 
POLTAT PAC GP 


PLNFoOrTO FIC ALR WrawpG ALIAS NEA NAA YC ATCo- 
OALTA PIE TCP 127AP DWAR bE-CH A. Pare 2 1NA:: 


2.777 ANIALL PFt-/Environmental feasibility/ 


ATCRAT A620” ot NANA Poh 17E 14 PAU VEEP T AACE S- 
AIS TCR OF FIC hevd@ar Nét 1PS°72 NANI, 0776.20) 1607 
AILEMT ATILAAT:: 


ATL: TCENAt PG OL7T Naome?P?”? V1 tad PECK IMNONT NAA ADNAN 
DAA PFTIG ATALVD PAVED APIMAT ANP PLFA UBD Yoo TL 
TI. CUTA:: 


Pak PTLD OLI PTVLPCE UT ATO-AL AL PE UBD 2°29 O27? 
PeLPANTA NU AN PTE YARD ANNIE Le: LPONTA:: 
ATCRAE Ct oMmk NNW USED PAR NV MPODAw7 12719 
TNC TT MOP PAELAIA:: 


P.7UUNERS ZALENAP P94 /Social & political study/ 


PLU PET ParPavge -°d. NUNATAK TWIEP LEE AZ PFN WALT a2 
APTANANG A& PEE "WAY you: OAV? ANY PEE 4 24e 7 cvanh 
DMFA AANI?: 


Y £Y TeCRAF AFNIC A407 °?LehhtA@ UNEP +é0T/Impact/ 9°7 
AU) LTA? 


Y £V TeCRAt AIC 0.4.07 PPA TAO Z7AbEAR -+é607/Impact) 9% 
AU) LTA? 

VY ATCERE 701 edhr O27 Ahad ANTPOA POLELCR TIUNE-P 
TAPE AAT? 

VY ATCERE 201 aAht O29 Ahad ANTPOA P°LELCR ZAP 
TAPE AAT? Nae amers AASLS AOITPR FOOT) WoO? 
LOBADIA?: 

DWACHE VAT 


0.2 TeLAt PUT /PTCEAT Nt 29°17/ (project appraisal) 

PUG NANT ANAL UP PELTTO NIAINEETE LATE CA PEIAO AHA 
O27 ATCEA: wait L&I PWIwh ANNO? PVT oem) 
PPL EPOCH Ad For: PTCA geus/Appraisal AT THIER PPCN@-7 
TCLAE WCUC VLD NavaoCacl AIG ATI POLEA GW?) ANEAIO-7F 
aoons WAVED 1CIIPF APNL FIC 74AG Ta-:: LVF ADA TCR AT 
HIE Ad PE OFLC 144 NAPEOO AHA NAT THIER Aw, Aer 
AGA BPCOAA:: 


PTCENE ATS PPCNATIE AAP PTCEAE St  79°77/Appraisal/ 
ALPHA OP 19 OreP ALAIN NEV PAPE oohhaA PTFE 
PLOT AT Tor: 


Y PTCERE OU NAICE AMLAL PATH APN"), DC PPLNNPS PICs: 
TAOP ETE Gavel PFT LITUN GUT; 

V TIE PbcNo- TCE ASCE Ads, GUT) 

Y TCERE ANTE OFF ATINDAL PCHRD TICT NERS Ade tT 
AVEC ED Vt: 

Y TCEME PCE VA PEP! AL CTPA Ted: 

Y OTCENE AES GoM) ATTIC Aer LAOS DNVTALC APY 
2C gomqoor. 


Y TCERE NADI, AAPL LO 160 
Y PTePnk: oF AFAAA @2O0R79 ASCE 0° PATTO PEP Nw 
ATIC Aeon PNAM GU'rs 
Y TCEDE ALM PONG OF2-P aor) PaodhAclk CFO: 
AreZat ALP 29°7°7/Appraisal ort AM: Thar AAM@: °°7190- 1-42 
PE LTT 79°71 FO2: UY Ob aoFP 2°71 10FO: PART 


Y TCE? of TONIC ATTIC NAGE PrOPhO PTT coms 
DFE 1CIVE 
VY PERLTIOA P'F6RST NIA VAT 10- 
Y TCEDE tTHTh ENE AAMT ALPC Negns NET 12 
ATO PLEAD TOOT 
ArRIEP PTCLAt PUT NLA Ott TIE Polo TeRAt 
ATALE Ade AEC RE WATT 


1. &kh7z4® U-423-o-/Technical aspect/ 

2. PINE U-22-/Commercial aspect/ 

3. PAATSLC LCEIP U2I-P1T/Managerial& organizational aspect/ Ach'rt's- 
LMALATCEAE ENP UES PTALE AMMO ED TIATSE! PTCEDE 
ant PAd AD TALE PaobrIMe? Vb ATU PENTA PTPC 
laom-Ak: Prado TCRAT Nk Wr) TEE PIL 10-2: 

10.3 ?TCLAT t7Nd-/Implementation/ 

PTCEAT F6.9°27 Tt LCE Phe PeLAoOPa AEA NTCENE PIPAD Ad. EPC 
TCENE IDAPAT GACT av-A. Nov. PPPOE UL OLP AADC T PTVPCN 
LCE 20 ANDTFANE SCO LAW POLLEMPAA '10-:: 

PTCEAT A210"? 22B AL 

Y PTCENT A620" 4279 PAG ACUC 19° 

VY Ponds Zhe hE MILT 

VY ATCEDE 0°L2ALAT WELT MILT 

VY ATCERE ANBAL, PU APP TEETT DIET 06.06.67" 


VY ATCEDE ADEA PU COKE ED wba olt PelnATorTAt 228 
700-3: 
AIS TCR FIVGPR AILCD DFAPAT VI ALA ATAFA WUC PAE 
CY 21C/action plan/ AT BIVA:: OTCLVE Phd gCY 211C/action plan/ 


P°LNG O07 7e dc. ABE ANEILO- ADA? Od-a 992M L2PO- 711: AdNd-aw 
POLENEAD MP? Ado P8LOYLATD AFG Wb olkr ALOR 2 TAA:: 
APSARA: 


AINA 43 PVCU w2IINC 


r | PAC. | aoa 146.9720 | hood | P27.2.09P0-b 7,1L(N@C) MPA | 277,0A6.A7 wk (10000) 
Cc 
cH ng | Aha £ A 
C Akt 
APS: 
ao) P |v la |e 1 P jap e719 |A ao |? |UD | a |P| P| ap 

PHAN 

> na 


PAZ GOCY DAC PATS PAIADMG TE TOLD OLP TCI EF aE? 1977? 
PE? AIRE? ALO POLMNRI PAC coawee AV NhéWPOarTyY 
ALIPOD. PLEA TICE POLAAAT ETAL ATCO PABIOP? PHRTAS 
IPI) AATET POLL oO: 


10.4 hebktAG 79°1°7 (Monitoring and Evaluation) 
AN é. ATTA 79°17 PTCENET PEOPLE TS AAT 
T43-22'F(stakeholders) 1466 GAR AIS) TCE 029 TeI97° 
OES TITS TOOT ADA COLLPATA 2B PaANANG Pao TE) LR Ww-:: 


AETAT 77°17 PbO LACE U7 PPCVFO AAS Obra TPN 
AVFa-:: hebebFA/monitoring) bhehn76 Oh ALNTA TICK? Not: 
AVMV~ANT AG AMAA Po PATA GNC LP 1: A.A aA 
2797°777/Evaluation/ AU“) Aw) Pio TCEAt P27" AA ANCIC PET 1740 
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